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TEMS Vision

The “Travel and Expense Management System” (TEMS) supports and manages requests
for reimbursements to state employees and other individuals for personal expenses
incurred while conducting state business. TEMS supports the complete business process
from preauthorization to reimbursement. Individuals, including those with disabilities,
have access to the system; and administrators have the tools to support agency operations.
TEMS contains a repository of data on the daily travel and expense activities for each
customer, allowing management, activity, and budgetary reporting. TEMS reduces
redundancy and errors, streamlines processes, and saves time.

New Features over Travel Voucher System (TVS)

o Accessible to those with disabilities
o Easier to deploy

o Uses the “Trip Concept”

o Improved filtering

Contact information

For TEMS assistance, please contact WaTech Support Center:
Phone: 360.586.1000 or 855.WaTechl

E-mail: support@watech.wa.qgov
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Technical Requirements

Recommended minimum hardware and software technical requirements for using the TEMS
application:

IBM-compatible workstation

Pentium 4 processor or higher

At least 512MB of RAM

Microsoft Windows XP SP 1 or 2 or Vista

Microsoft Internet Explorer 7.0, 8.0*

Microsoft Office 2000, 2003, XP or higher

Adobe Acrobat 7.0 or higher

TEMS can also be accessed through the internet via a secured “Fortress” server at the
Washington Technology Solutions.

TEMS will continue support for current products version (i.e., Windows, Internet Explorer,
Adobe Acrobat, etc.). Versions that have been declared no longer supported by the vendor will
not receive additional support in the TEMS product. This is due in part to our need to have

support from the various vendors as we develop and support the applications. It is recommended
that agency users stay current with these products through service packs, updates, and upgrades.

NOTE:
e Compatibility View need to be on if use Internet Explorer version higher than 8.0.
e TEMS works only with Internet Explorer. The “Firefox”, “Google Chrome” and
“Microsoft Edge” browsers are not compatible with TEMS.
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Login Procedures
The addresses to access the TEMS web sites are:

https://tems.ofm.wa.gov (Intranet)

https://fortress.wa.gov/ofm/tems (Internet)

The TEMS login screen will appear.

Travel and Expense Management System
Office of Financial Management

Logon

User|D

Haome

Hal || Fargot User D
Agency Number (4 characters)
Fassword (inputis case sensitive)
I Forgot Passwaord

Office of

Financial Managemant Privagj Motice

+ 8 Sue of Waahingio

The User ID, Agency Number, and Password fields must be completed to access the system.

UserlD
Home
Hel Itraveler.adam Forgot User 1D

Agency Number (4 characters)

1050

Passwoard (input is case sensitive)

(T Foroot Password

Click the “Login” button once these fields are completed.
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Home Tab

The Home tab is the default screen for the system and is divided into three sections: System
News, Agency News, and Tasks. The System News section is used by the System
Administrator(s) at the Office of Financial Management to provide system specific information
to users. The Agency News section is used to display agency unique information. The Tasks
section contains “quick links” to various frequently performed functions. These functions may
also be performed by clicking on the appropriate tab at the top of the screen.

F S T A T E O F W A S HI NGT O N

Trips Reimbursements Profile

TEMS

Per Diemn Rates | Travel Requlations | Help | Logoff
default screen

Welcome to the Travel and Expense Management System!

SystemNews ________________MlTasks |

The Mileage Reimbursement Rate will be updated daily to reflect the n
increase in oil prices. Reference Travel palicy

Agency News Switch Requestor

Al fravel reimbursement requests received in the fiscal ofiice by the Create New Tri
15th of the month will be processed for payment by the 30th.

Reference Accounting Policy Create Reimbursement Request

Change Your Profile

General Navigation Information

When navigating the Travel and Expense Management System (TEMS) you will generally be
using the Tab key or the mouse to begin the process of entering data into TEMS.

NOTE: Do not use the enter key when inputting data as this may open up screens before you are

ready for them. The Enter key can be used to select a button when used in conjunction with the
Tab key to move from box to box.
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Trips Tab

The trips tab displays a list of “in-process” trips that are awaiting further action.

W A 5 H I N G T

Trips Reimbursements Profile
[PerDiem Rates | Travel Requiations | Help |  Logoff

Trips for Adam A Traveler

Trip List Filts
rip List Filter You can sort by
Saved Attached to Reimbursement Request column

I Processed for payment [ Attached to Inactivated Reimbursement Request headings

it ooy e | —

¥ Trip Id|RR Id | Start 7 End Purpose Mileage | Per Diem Status
05/29/2008 06/06/2008 Camano Island $113.49 1 Saved
05/29/2008 06/06/2008 Per Diem Rates $132.89 A 1 Attached to

FY 2008, Skagit Reimbursement
County Request

Fer Diem Rates 1 U Saved

FY 2008, Island
County

new location 1 Saved
picker
new frip to verify ] Attached to
vendor id is taken Reimbursement
from the table Request

new frip by traveler . Attached to
Reimbursement
Request

new frip prepared ] Attached to

Use button for traveler Reimbursement
to Add New Request
Trip

stems Home

Use Pencil Icon
to edit trips

inancial Management

Trip List Filter

The trip list filter is a tool that provides filtering by the various trip statuses. A trip may have
one of five statuses: “Saved”, “Processed for payment”, “Inactivated”, “Attached to
Reimbursement Request”, and “Attached to Inactivated Reimbursement Request”.

Trips for Adam Traveler

Trigi List Filter 4
Saved %ﬂached to Reimbursement Request
™ Processed for payment ™ Attached to Inactivated Reimbursement Request
I Inactivated Apply Filter
s N N .
Select filters by Then click the e
placing a check in the 'Apply Filter"
appropriate check box button
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Filter Options:

Saved — A trip that was saved, but was not attached to a reimbursement request.
Processed for Payment — A trip (as part of a reimbursement request) in which payment
was received by the Requestor.

Inactivated — A trip that was manually inactivated by clicking the Inactivate button.
Attached to Reimbursement Request — A “Saved” trip that has been attached to an
(active) reimbursement request.

Attached to Inactivated Reimbursement Request — A “Saved” trip that is attached to
an inactivated reimbursement request. A trip in this status must be accessed through the
Reimbursement Tab.

The filter allows the user to choose all or any combination of the five trip statuses. Trips with
statuses of “Saved” and “Attached to Reimbursement Request” comprise the default filter option.

To use the filter feature, simply select the desired filter options and click the “Apply Filter”
button. _
J_-"I"- I .ﬁaﬁh’tfn/tm(lﬁ'm \

1
< |

S
| Apply Filter :

Sorting

The trip list can be sorted by any of the column headings except “Edit”. The default sort order
is by the “Start” column. To initiate a different sort, click on the desired underscored column
heading, i.e. clicking on “Total” will sort the entire trip list by the “Total” column in ascending
order. Clicking “Total” again will reverse the sort to descending order.

.. ~-_ | You can sort by any of the column headings except the 'Edit’
4 [Trip 1d RR 1d |_End | Purpose | Mileage | Per Diem| Misc | Total | :|
1663 | 870 |UGER2008 070472008 Per Diem Rates $117.37 $352.00 $0.00 $469.37 |Attached to x
FY 2008 Clallam Reimbursement
County Request
1667 871 712008 07/04/2008 Per Diem Rates $96.03 = $332.00 50.00 $428.03 Aftachedto \
| FY.2008, Jefle[son Reimbursement
fa ot R LT i A

[ Direction of arrow indicates direction of sort |

Creating a New Trip

The screen below will appear after clicking the “Create New Trip” button on the trip list screen.
The “General Trip Information” section contains required fields that must be completed before
the trip can be saved. These fields are preceded by an asterisk (*).
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New Trip Screen

View/Ednt Tnp

Create the trip container shell using this screen

Al Seids Mmarted aith * must be COmOlet

- Generl Trg Information
: TI'DDI

—

Input the General Trip Information using this
screen for:

(1)  The Purpose of trip
(2) Start of Trip: Date and Time
(3) End of Trip: Date and Time
(4) The From Location
(5) The To Location
and
(6) The Mileage Allowance Amount if using POV

-

=

Trip ID will be assigned when you either . ..
[A] 'Save and Continue’

........ Ta] CETEEEEFY
[B] 'Save and Close'

General Trip Information:
Purpose: indicates the reason for travel. This is a free form input field.

Start of Trip (Date and Time): indicates the starting date and time of the trip. The Date field
has two completion options: free form input or calendar. The Time field also has two
completion options: free form input or a “time picker”. Note: The start of trip date and time
automatically become the first itinerary line of the trip.

End of Trip (Date and Time): indicates the ending date and time of the trip. The Date field
has two completion options: free form input or calendar. The Time field also has two
completion options: free form input or selection from a drop-down list.

First Destination (From Location): indicates the first departure location of the trip. There
are two selection options: “Select a city” or “Type in a city”. The Select a city option contains
a drop-down list of in-state locations within the system’s database. The Type in a city option
(free form input) is used for out-of-state locations and in-state locations not found within the
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Select a city option. When the “Type in a city” option is chosen, the “State” and “Country”
must be chosen. The State field automatically defaults to “WA” and the country field
automatically defaults to “United States”. For out-of-country travel, the State field becomes
inactive when a country other than “United States” is selected.

First Destination (To Location): indicates the first destination of the trip. There are two
selection options: “Select a city” or “Type in a city”. The Select a city option contains a drop-
down list of in-state destinations. The Type in a city option (free form input) is used for out-of-
state destinations and in-state destinations not found in the Select a city option. The “State”
must also be selected when using the Type in a city option. A “Country” field is available in
the Type in a city option for out-of-country travel. When a state is selected the country field
automatically defaults to “United States”. The State field becomes inactive when a country
other than “United States” is selected.

Mileage Calculation: Click the “Mileage” b_utton

v T ;; ina Clt‘r-f AT ’_..M_A_u_.r_r_ )
=y ‘i

5 S _
-, Mileage &Iluwancel $0.00, M"Eﬂg@ i 4

R

. S r-\ #J ST

. iIf mileage reimbursement is being requested for the initial itinerary line. The mileage
calculator as shown below will appear.

2 Privately Owned Vehicle Expenses -- Web Page [ x|
~Mileage Apply Round trip =
Bointto Point ———— L“"iaﬁet':? _
Mileage C eCking box Def:ault rv}'l(lleage
is unknown.
Round ‘I‘rlpl"/ —~
Vicinity I'-.-1i|eage| 0 Total r-.-1ileage| 0 Mileage Rate
can be
. . o i
Effective Automobile Reimbursement Ratel 0.485 adjusted here
Eeimbursement Rate
50.485 Mileage Allnwancel 5000
Memol

oK | cancel | e
4| | |

http://198.239.159.205/MileageCalculator.aspx?edit |§ Internet

Point-to Point Mileage - the system will automatically calculate the one-way point-to-point
mileage based on the From and To locations selected for the itinerary line. The system generated
point-to point mileage values may be overridden and manually entered into this field. Note:
This automatic calculation of mileage only works when the “Select a city” option is used and the
locations (From and To) selected are in the system database.
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Round Trip Indicator - doubles the point-to-point mileage field for single day trips to one
location.

Vicinity Mileage - manually enter vicinity mileage claimed.

Default Mileage — displays system default one-way mileage for the itinerary line or “unknown”
if one or both locations (From and To) are not in the database or the “Type in a city” destination
selection option was used.

Total Mileage - sum of the “Point-to-Point Mileage” and “Vicinity Mileage” fields.

Effective Automobile Reimbursement Rate - the system will retrieve the proper POV
reimbursement rate based on the start date of the trip and enters the value in the Reimbursement
Rate field.

Reimbursement Rate - defaults to the POV rate in effect on the “Start Date™ of the trip.

Mileage Allowance - mileage reimbursement claimed by the traveler. The system determines
the sum of this field by multiplying the “Total Mileage” field by the “Reimbursement Rate”.

Memo - this is an optional field that can be used for agency specific needs.

OK - saves the entries and returns the user to the previous screen.

Cancel - does not save the entries and returns the user to the previous screen.

At this point you have created a blank trip container, which you may save or discard. If you
save it the system has all the necessary data to a blank trip container.

Trip Information For Adam A Traveler
View /Edit Trip >> A
. o~ ', _r—-\" o F‘er Diem ngggmw ,H\glv_-u&-qmr
< - Tl
- e < I
Save & Continue | Save & Close | Cancel | f\

Three processing options exist: (1) “Save & Continue”, (2) “Save & Close”, and (3) “Cancel”.

“Save & Continue” - saves input and opens trip detail input screen for further input options.
“Save & Close” — saves input, and then returns to previous screen.
“Cancel” — does not save input and then returns to previous screen.

Note: The system generates and displays a Trip ID after clicking either “Save and Continue” or
“Save & Close”.
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Clicking “Save and Continue” will produce the trip detail input screen as shown below.

View /Edit Trp

Changing the @nerary can aflect per diem, miscellanecus bavel enpenses, of mileage.
Mileage Aaveance Tota: [ $29.10
-

T PerDiem " _{"This screen allows you to:

1) Add a new Destination

2) Add Per Diem

3) Add miscellaneous travel Expense | biem rotet | so.00
~ Miscellanecus Travel Expens: 4] Add a Comment

-lmimf_wromtl 50.00

Trip Totak: | 52910

This screen allows the user to input additional destinations, per diem, miscellaneous travel
expenses, as well as adding comments.

Adding a Destination (New Itinerary Line):

Click the “Add Destination” button on the trip’s detail input screen.
T .
.| "_-N--..- R

;‘ Add Destination

H\M \M
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The itinerary detail input screen will appear as shown below.

Trip Information For Adam A Traveler

View /Edit Itinerary

The Start Date
defaults to the

prior itinerary line | fieids marked with = must be completed
"8tart Date" plus

one day Current Travel Dates
urrently the trip begins on 02/02/2008 at 6:00 AM and ends on 02/02/2008 at 6:00 PM.

=~ [ Itinerary Destination
™Start Date and Time

- Date [EZREEREE =r
= Time [12:00 AM [

The "From
Location™ = From Location
defaults to the Selecta city: @ City: IZ'Hah’ WA,
prior itinerary

line "To ypeinaciy: € City:

Location” State:
Country:

* To Location

Selecta ity & city: |

e —
State:

Country:

Mileage Allowance $0.00 -

Input new itinerary data in same manner as described in the General Trip Information paragraph
for the initial itinerary. After input, two processing options exist from this screen: “Save” and
“Cancel”.

Save - saves the entries and returns the user to the previous page.

Cancel - does not save the entries and returns the user to the previous page.

Per Diem
Meals and lodging expenses are entered, modified, or deleted through the per diem grid.

e

e f._'_."' - "'\-__“ F,/v—"-ww,-h_ T RO e "f‘mléhu " ‘Miihbﬁ e A - (_,Q_J o Terem

B ST T P

Add Per Diem by clicking on
the 'Add Per Diem’ button
from the trip summary page J

Add Per Diem

Per Diem Total:l 50.00
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Adding Per Diem (In-state)

The following window will appear after clicking the Per Diem button on the trip summary page.
The “Travel Dates” window will be pre-populated with the individual dates of the trip. To claim
per diem, the User chooses a date from the drop-down list and clicks the “Claim Per Diem”
button. Clicking the “Cancel” button returns the User to the trip summary page.

Trip Information For Adam A Traveler

View/Edit Per Diem

Per Diem Rates | _Travel Regulations | Help | Logoff

Available Per Diem Dates & Locations
E Tacoma WS Use this screen to Claim Per Diem

Click on 'Claim Per Diem'

After choosing a date and clicking the “Claim Per Diem” button, the screen below will appear (if
the location is in-state and the location is in the TEMS database).

Trip Information For Adam A Traveler

View/Edit Per Diem

PerDiem Rates |  TravelRequlatione | Help | Logoff

Per Diem for Tacoma, WA - 01/03/2008

r Meal Entitlement

. Claimed Subijectto Taxahle
Eer Diem Rates Amount Payroll Taxes Amaount

Breakfast " Claimed T~ Provided IW ™ Subjectto Tax IW
Lunch ™ claimed T Provided IW ™ subjectto Tax IW
Dinner 7 Claimed I Provided IW I Subject to Tax IW

MealTotal [ 50.00 TaxTotal [ 50.00

rLodaing

Standard Rate for Tacoma, Wais 108.00
Lodging Receiptis Required.

Click if Lodging Cost

Exceeds Standard Rate

Lodging Totall 50.00 101-150% Qver 150%
Per Diem Totall 30.00

Lodaing ™ claimed I Provided 0.00

Lodging Tax 0.00

Memol

[See] coce |

150f 128



TEMS Reference Guide
Meals

Trp Information For Adam Traveler

View/Edit Per Diem

Per Diem for Tacoma, WA - 12/13/2007

When overnight travel

involved

Per Diem rates base on
where traveler slept

Meal Eoigemans
Ber Diem Rales

Breartast

\';‘Amed \l"/Pwded
r ( ed N7/ Provided

N7 Claimed I Provided

Sudiectto Taxadle
Bauroli Taxes Amount

I~ sujecto Tax [ 0.00
™ Subjectto Tax | 0.00
™ Sudjectto Tax | 0.00

Note: non-
overnight meals

are subjectto
Payroll Taxes

Use the
checkboxesto |
either claim a meal |
-—or——
state that one was

provided

Tax Tots l__sﬁb'

The User clicks the appropriate box next to the meal period to indicate if a meal is being
“Claimed” or is “Provided”.

Clicking the “Subject to Tax” box indicates that the chosen meal is taxable. A meal must first
be “Claimed” before it can be checked as “Subject to Tax”. Note: Non-overnight travel meals
are subject to Payroll Taxes.

When a meal is claimed and the per diem location is in the system database, the system will enter
the meal value in the “Claimed Amount” column for each meal checked as claimed. The
“Claimed Amount” will remain $0 (default) if a meal is checked as being provided. The
“Claimed Amount” will also remain $0 (default) if neither the “Claimed” nor “Provided” boxes
are checked.

Note: When overnight travel is involved, the system will use the per diem rate for the location
where the User last stayed overnight for the last day of the trip meal calculations.

Lodging

As with meals, the User must check the “Claimed” box if lodging reimbursement is being
requested. The lodging amount is then manually entered into amount field. The system provides
(in read only and for informational purposes) the standard lodging rate for the per diem location
next to the “Claimed” amount field. The system validates the lodging amount entered when the
User leaves the “Claimed” amount field. The system accepts the value if the amount entered is
the “Standard Rate” amount or below

EA s | [-F-1

LS o e el T /'Jﬁ\ s -F&"' e [ - P 1 .n.-fj'."‘[/'

%aimed I Provided
I 0.00

Lodging Total I B0.00

] e o,
ey

Lodaging
Standard Rate for Tacoma, VWA is 108.00
Lodging Receipt is Reguired.

Click If Lodging Cost
Exceeds Standard Rate
101-160% | | Overds0% |

System will let you know
what the standard rate is for
In-state locations

Lodging

Lodging Tax

Fer Diem Total I S0.00

Memo

Claim lodging by
checking the box
IF
Lodging provided you
would check that box
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If the amount entered is above the “Standard Rate”, the system will generate one of two
exceptions messages based on the amount entered in the lodging amount field: The first is the
101- 150% exception. The system will not accept the lodging amount entered until the

appropriate exception is claimed or an amount equal to or less than the “Standard Rate” is
entered.

2 OFM Travel and Expense Management - Web Page Di x|

Exceptions to the maximum allowable lodging rates 10:30: 2

IF the rate
—Expenses Between 100% and 150% of maximmum: Check all that apply exceeds
r Required to stay at same facility as dignitary. the
I Temporary special cost escalation. standard
I More economical to stay at temporary duty station. rate then
I Business interaction is expected at event location. this popup
[ Comply with ADA or health and safety of traveler is at risk. window
[T Suite is more economical than meeting room. appears
I-Agency Rented Facility - Reimbursement allowable up to 125%. , .
You will need to check the

appropriate condition in order
to continue

|http://198.239.159.205/LodgingException.aspx | Internet

The second is the Over 150% exception (see below)

2 OFM Travel and Expense Management - W ﬂl
f

Exceptions to the maximum allowable lodging rates 10:30:2F

If the maximum

~Lodging Expense in excess of 150% of applicable maximum per diem ——— | @amount allowed
The traveler attends a meeting, conference, convention, or training session where the b‘f the 1_500"';3
traveler is expected to have business interaction with other paricipants in addition to rule is
scheduled events; AND exceeded then

this popup
Itis anticipated that maximum benefit will be achieved by authorizing the traveler to stay window
atthe lodging facility where the meeting, conference, convention, or training session is appears.
held; AMD

You must check
the 'l claim this
exception’ box
to continue or

cancel and
input a lower

Ok I Cancel amount

\ J

4| | B

Ihttp://198.239.159.205/Lodging150Exception.aspx | Internet

The lowest available adverised lodging rate at the lodging facility exceeds 150% of the
applicable maximum per dierm amount for the location. Documentation supporting the
lodaing rates is to be attached to the travel voucher or its file location referenced.

™1 claim this exception
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Any associated lodging tax is manually entered into the “Lodging Tax” field. The system
automatically calculates a “Lodging Total” by adding the values in the “Lodging” and “Lodging
Tax” fields. The “Lodging Total” is a read only field.

Note: When a trip involves overnight travel, the system prevents the User from requesting
lodging on the last day of the trip by graying out the lodging “Claimed” checkbox.

Per Diem Total

The system automatically calculates the daily “Per Diem Total” by adding the values in the
“Meal Total” and “Lodging Total” fields. The “Per Diem Total” is a read only field.

Memo Field
“Memo” is an optional free-form input field that may be used for agency unique purposes.

The system provides two processing options after the per diem data is entered: “Save” and
“Cancel”. The “Save” option saves the data to the database, updates the “Per Diem” grid, and
returns the user to the Trip Summary page. The “Cancel” option does not save any data and also
returns the User to the Trip Summary page.

Adding Per Diem (Out-of-State)

To claim out-of-state per diem you will click on the same ‘Add Per Diem’ button that you did for
in-state per dlem

T | SN, 7.~ SV SRR

PerD|em
Add Per Diem by clicking on
the 'Add Per Diem" button
£dd Per Diem from the trip summary page

3 menwwmﬁmw -

Meals

The following window will appear after clicking the Per Diem button on the trip summary page.
The “Travel Dates” widow will be pre-populated with the individual dates of the trip date range.
To claim per diem, the User chooses a date from the drop-down list and clicks the “Claim Per
Diem” button. Clicking cancel returns to the trip summary page.

Trip Information For Adam Traveler
View /Edit Per Diem

Per Diem Ratez | Travel Regulations

Available Per Diemn Dates & Locations
’7Travel Dates: [ 12/13/2007 - Los Angeles, CALI

| Claim Per Diem mg Cancel
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After choosing a date and clicking the “Claim Per Diem” button, the following screen will

appear. This screen appears if the location is either out-of-state or an unknown in-state location.

Trip Information For Adam Ti
View/Edit Per Diem
Use this link if you
- need to look up
the rates

Per Diem for Los Angeles, CA - 12/13/2007

Per Diem Rates
| TravelRequlaticns |
I

Help | Logoff

Use the drop down list
to select the proper

Daily Meal Allowance
’;elecﬂhe daily meal allowance for this location

The per diem rate links
will allow access to the
General Services
Administration (GSA)
site for rates.

meal allowance rate
564 =

5§39

Or use
this one

|—Meal Entitlernent
‘ PerDiem Rates g

Breakfast ¥ Claimed [ Provided

544
549
554

Subjectto Taxable
Payroll Taxes Amount

™ Subjectto Tax | 0.00

Lunch

¥ Claimed [ Provided

¥ Claimed [ Provided | 29.00

Dinner

Meal Total I 564.00

™ Subjectto Tax 0.00

™ Subjectto Tax 0.00

Tax Total I 0.00

rLodaging

Lodging W Claimed I Provided

I 150.00
I 65.00

Lodging Tax

Standard Rate for Los Angeles, CAis unknown
Lodging Receipt is Required.

Click if Lodging Cost

Exceeds Standard Rate

3215.00

Lodging Totall

Per Diem Total $279.00

7

You will need to manually click on
the appropriate exception button,
if the lodging rate exceeds the
standard rate

Mem0|

_Save| Cancl |

Select the appropriate meal allowance rate from the drop-down list. Once the meal allowance is
selected, a meal is claimed by checking the “Claimed” box of the desired meal period. Based on
the meal allowance selected, the system will assign the appropriate value to the meal period
when the “Claimed” box is checked. The remaining meal options are the same as those indicated
for in-state.

Lodging

As with in-state lodging, the User must check the “Claimed” box if lodging is being claimed.
The lodging amount is then manually entered into amount field. Since the location is out-of-state
and unknown to the system, the system cannot provide a standard lodging rate as done for
(known) in-state locations. Therefore, the automatic comparison of the standard rate to the
lodging amount cannot occur. The User must manually select the appropriate lodging exception
if necessary.

All other remaining out-of-state per diem steps are the same as in-state.
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Adding Miscellaneous Travel Expenses:
Click the “Add Expense” button to add miscellaneous travel expenses. _ )

s ST P —

" Miscellaneous Travel Expenses

Add Expense

The View/Edit Miscellaneous Travel Expenses screen will appear.

Trip Information For Adam A Traveler
View /Edit Miscellaneous Travel Expenses

Per Diem Rates | Travel Regulstions | Help

. . . SAAM Links
Receipt Reguirements | Reimbursement Costs

All fields marked with * must be campleted.

Miscellaneous Travel Expenses -giFI, gtaée {a?ges Zre pge—po;ll_ultated_
*Date 2A772008 v elel ate mrom arop aown st

*Paid To [XvZ |

*Paid For |Parking |

* Armount 15.00

Merno ||

Save || Cancel

Date - The date pick list is pre-populated with the date range of the trip. Select a date
from the list.

Paid To - Enter who the expense was paid to.

Paid For - Enter what the expense was paid for.

Amount - Enter the amount of the expense.

Memo - this is an optional field that can be used for agency specific needs.
Save - saves the entries and returns the user to the previous screen.

Cancel - does not save the entries and returns the user to the previous screen.

Note: The Date, Paid To, Paid For, and Amount Fields are required fields.
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Comments

Comments give the User a mechanism to provide additional information or explanations
pertinent to the trip. Users manually key in comments in the free-form input section. The
following characters are allowed when using the free-form input section: A-Za-z0-9! @ # % &
ON*$\+_-{}[]=/><],?~

Add New Comments
Click on the “Add/Edit Comments” button . . .

R L S -
S T e -
= e

Add/Edit Comments

... from the trip summary screen to add or edit comments.

The following” Trip Comments” grid will appear.
Trip Information For Adam Traveler

View/Edit Trip Comments

Per Diem Rates |  _Trawvel Regulations | Help | Legoff

You can edit these

All fields marked with * must be completed.
comments here

Trip Comments
{ Date/Time Comments By
1212002007 4:39 PM You can edit these comments here Adam Traveler \ p 4

*Comments:

— B

You can add your comments to this area here.

S

Save & Continue Save & Close | Cancel |

Users can add new comments as well as edit or delete existing comments from this screen.
Existing comments will appear in the grid above the free-form input section. The grid includes
the following data fields:

“Date/Time” - System generated timestamp of when the comment was created.
“Comments” - User inputted data. This is a required field.

“Comments By” - System generated value displaying the User ID of the individual
creating the comment.

210f128



TEMS Reference Guide

The User types in the desired comment. After completion, the system provides three processing
options:

“Save & Continue” - saves input and maintains comments detail input screen for further
input.

“Save & Close” — saves input, and then returns to previous screen.
“Cancel” — does not save input and then returns to previous screen.

The new comment will appear in the “Trip Comments” grid once it is saved.

Edit an Existing Trip

From the Trip List screen, click the « N » icon in the Edit column on the row of the trip to be
modified.

S TATE o F WA SHINGTON

Home i s Profile
Per Diem Bates |  TravelRegulaticns | Helo |  Logoff

Trips for Adam A Traveler

[ Trip List Filter From the Trip List Screen
V saved ¥ Attached to Reimbursement Request ..

™ Processed for payment [” Attached to Inactivated Reimbursement Request

Click on the 'Pencil Icon’
™ Inactivated Apply Filter

to open a trip for editing

C|Trip Id|RR Id| Start ¥ Purpose Mileage | Per Diem Status
1666 05/29/2008 06/06/2008 Camano Island §113.49 $262.00 $375.49 Saved
1669 870 05/29/2008 06/06/2008 Per Diem Rates $132.89 | $292.00 . 542489 AHachedto
FY 2008, Skagit Reimbursement
County Request
05/28/2008 06/06/2008 Per Diem Rates $558.68 $262.00 $320.68 Saved
FY 2008, Island
County
02/29/2002 03/01/2008 new location $228.26 . Saved
picker
02/28/2008 02/29/2008 Another test $30.30 Saved
0212812008 02/28/2008 new trip to verify $228.26 Attached to
vendor id is taken Reimbursement
from the table Request
? 2206 1244 02/22/2008 02/23/2008 new frip by traveler Attached to
Reimbursement
Request
? 2205 1243 02/22/2008 02/24/2008 new trip prepared . Attached to
for traveler Reimbursement

Home | Contact | Privacy Notice | OFM Systems Home
® 2008 Washington State Office of Financial Management
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The trip’s detail input screen will appear as shown below.

View /Edit Trip

Al b33 Mared mih * mMyust b COmpleted

- Generai Tp From this screenyou can...
(1) Edit the Purpose of the trip

(2)  Editthe End of Trip

(3) Edit an existing itinerary line

(4) Add Destination

(5) Edit an existing Per Diem line

(6) Add Per Diem

(7) Edit an existing Miscellaneous Travel Expense line
(8) Add a Miscellaneous Expense

(9) Add or Edit a Comment

ME‘MI

mrm(mmtu' 0m

mrul 424 69

ASYES Commants |

SamdCotove | SaedClose | Cancel | Flags |

Edit General Trip Information:

“Purpose”, “End of Trip Date” and “End of Trip Time” fields can be modified from
this screen.

“Start of Trip Date” and “Start of Trip Time” must be modified through editing the
first itinerary line.
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The User has three processing options after entering the edits: “Save & Continue”, “Save
& Close”, and “Cancel”.

“Save & Continue” - saves input and maintains the current screen.
“Save & Close” — saves input, and then returns to previous screen.

“Cancel” — does not save input and then returns to previous screen.

Edit an Itinerary Line:

Click the « N icon |n the row of the trip itinerary and mlleage grld to be mOdIerd

R T . i e

np‘lhrrem ,-a.ﬁd Mlleage ,,-" e .
T From To Mileage
Location Location Allowance
121312007 5:30 AM Olympia, WA Tacoma, WA $14.55

. Click on the 'Pencil' to open line for editin f

The “View/Edit Itinerary” detail input screen will appear as shown below.

Trip Information For Adam A Traveler
View /Edit [tinerary

Per Diem Rates | Trawvel Requlations | Help

All fields marked with * must be completed

Current Travel Dates
Currently the trip begins on 01/03/2008 at 8:00 AM and ends on 01/04/2008 at .30 PI.

r inerary Destination
rStart Date and Time

- Time [8:00 AM =]

* From Location
Selectacity & City: | Olympia, WA

Type in acity: ¢ City:
State: 'l

Country I

~*To Location
Selecta ity City: |Tacoma, WA

Type inacity: © City:
State: 'I

Country |

Mileage Allowance $29.10 ,ml
Savel Cancel

The “Current Travel Dates” section is informational only and cannot be modified from this
screen. This data is obtained from the General Trip Information.
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Desired modifications to the itinerary line can be made from this screen. If you change the
location the following pop-up window will appear.

Microsoft Internet Explorer
2/

x|

Changing the Location will clear the mileage calculator.

o]

Cancel |

The mileage calculator will clear when changes are made to either the itinerary’s date or location.

o ¥ T R R S
lu1ileage.ﬁllnwan|:e| $0.00 '

Click on the mileage button to open the mileage pop-up window to recalculate the mileage, if
location is unknown to system, or to reset if mileage is known to system.

If modifications to the “Mileage Allowance” are necessary, the “Mileage” button must be
clicked to open the mileage calculator to enter the new values.

A Privately Owned Vehicle Expenses -- Web Page Dialog £||
3
[ Mileage™ _ If mileage is known to
Point to Paoint

Milzanso

Vicinity Mileage

Effective Autormobile
Reimburserment Rate

I 120

Round In‘bﬂ’é

50.485

Default Mileage is 60

Total Mileage

miles one way.

Eeimbursement Rate

Mileage Allowance

G
o
o

$70.33

Memnl

system then the point-to-
point mileage will be filled
in. If not then you will
need to manually update
this window.

You can add Vicinity
mileage here and indicate
that the mileage should
be for a round trip

oK | cancel |

M

http://198.239.159.205/MileageCalculator.aspx?edit i Internet

After modifying the itinerary line, the user will have two processing options:
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"[mueagemrdﬁamﬂ

Save | Cancel |;

“Save” and Cancel”.
These options perform the same function as described in earlier paragraphs.

Edit Existing Per Diem
Click the * % icon on the row of the “Per Diem” grid to be modified.

P - o F T N
e oy e T 2T e e SN e

o o, NG W g — ¥
Per Diem

Location Meals Lodging Lodging Tax

You can either edit or delete an
existing Per Diem line by clicking
on one of the two icons

Upon clicking on the pencil icon the following “View/Edit Per Diem” input screen containing
the saved values will appear. Use this screen to modify the per diem values as necessary.

Trip Information For Adam A Tr:
View/Edit Per Diem

Per Diem Rates | _TravelRegulations | Help | Logeff

Per Diem for Tacoma, WA - 12/13/2007

r Meal Entitlement

Claimed Subjectto Taxable
Amount Payroll Taxes Amount

Breakfast ¥ cClaimed I Provided IW ™ Subjectto Tax IW
Lunch W Claimed [Provided [ 18.00 I subjecttoTax | 0.00
Dinner I Claimed [~ Provided lm [” Subjectto Tax | 0.00

MealTotal [ §59.00 TaxTotal [ $0.00

Fer Diem Rates

rLodaing

; Standard Rate for Tacoma, WA is 108.00
Lod l— . for :
odging ¥ Claimed I~ Provided 102.00 Lodging Receiptis Required.

. l— Click if Lodging Cost
Lodging Tax 12.00 Exceeds Standard Rate

Lodging Totall $114.00 101-150% Oyer 1505

Per Diem Tota\l $173.00

Memnl

(Soe]_coc

Click “Save” to keep the modifications or “Cancel” to discard them.
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Edit Miscellaneous Travel Expenses:

Click the « N » icon on the row of the other expense grid to be modified.

e e a 5 e T 0w o T, O PR - - g FE= e e .
- o et e o T - o Lt BET [+ Total: _’_’/ .__‘m_\_l

! \-

Miscellaneous Travel Expenses

[ S

Paid To Paid For Amount
XYZ Parking $15.00 %‘ [4

L‘M* | Click on the 'Pencil' to open line for editing r"r’i‘

The View/Edit Miscellaneous Travel Expenses detail input screen for the selected row will
appear as shown below:

Trip Information For Adarm A Traveler
View /Edit Miscellaneous Travel Expenses

Per Diem Rates | Travel Regulstions Help

Eeceipt Reguirements | Reimbursement Costs

Al fields marked with * must be completed.

Miscellaneous Travel Expenses Required fields are:

*Date  |02/17/2008 ~ Date

Paid To
Paid For
* Paid F0r|F‘arking Amount
* Arnpurt 15.00|

Baid To [xYZ

Memo |

Save || Cancel

Modify details as necessary and then click “Save” or “Cancel” to keep or discard the changes
respectively.

27 0f 128



TEMS Reference Guide

Edit Existing Comments
From the Edit Trip Screen, click on the “Add/Edit Comments” button

. to arrive at the View/Edit Trip Comments Screen below.

Trip Information For Adam A Traveler
View/Edit Trip Comments

Per Diem Rates | Travel ulationz | Helo | Logoff

All fields marked with * must be completed

Trip Comments
{ Date/Time Comments By m
12132007 2:24 PM This is a sample comment. Adam Traveler

* Comments:

[

Save & Continue Save & Close | Cancel |

Comments
12/13/2007 224 PM This is a sample comment. Adam Traveler q% L4

r_ d Click on the 'Pencil’ to open line for editing p_ '.“
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The detail input screen containing the chosen comment will appear as shown below.

Trip Information For Adam A Traveler
View /Edit Trip Comments

Per Diem Ratez | _TravelRegulatione | Help | Logoff

Existing comments can be modified until
the trip is routed as partofa

All fields marked with * must be completed. .
P Reimbursement Request

Trip Comments

Date/Time Comments By | Edit |

Comments By: IAl:Iam Traveler Date & Time: |12.||'13.|f200? 2:24 PM

s
Only Adam Traveler can
modify his comments until
the trip is routed.
Afterwards he can only
append additional
comments.

* Comments:

This is a sample comment.

Others may add their own
comments during
approval or review.

Upon routing all existing
comments become part of
the audit trail and can't be
modified.

Save & Continue Save & Close | Cancel |

The User can modify the comment as necessary. EXisting comments cannot be modified once a
trip has been routed as part of a reimbursement request

The same three processing options as described earlier exist after the desired modifications are
made: “Save & Continue”, “Save & Close” or “Cancel”.

Delete Existing Comments

Click the “ X icon on the row of the “Trip Comments™ grid to be deleted. The delete message
window will appear as shown below requesting confirmation.

Microsoft Internet Explorer x|

H?) Are you sure you want to delete this row?

oK Cancel |

Choose “OK” to continue the deletion or “Cancel” to stop. After the deletion, the comment
will no longer appear in the grid. . Existing comments cannot be deleted once a trip has been
routed as part of a reimbursement request.
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Inactivating a Trip

Only trips with a “Saved” status can be inactivated. Trip owners (Requestors) can inactivate
their own trips. Preparers may also inactivate trips they created for Requestors.

Trips for Adam A Traveler

Trip List Filter |
Saved Attached to Reimbursement Request

Only trips in 'Saved'
Status can be

I Inactivated ‘Inactivated’ Use 'Pencil’
to select trip
¥ Trip Id RR Id| Start End Purpose Mileage | Per Diem Mi Staty i to open
Camano Island $113.49
Sample for $29.10
Reference
Document

™ Pracessed for payment [ Attached to Inactivated Reimbursement Request

new trip new
reimb request
new location
picker
Another test U U L Attached to
Reimbursement
Request

ew trip new X . . . Attached to
reimb request Reimbursement
Request

Saved

new trip prepared I Aftached to
for traveler Reimbursement
Request

ew trip by traveler 1 . Aftached to
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The View/Edit Trip screen below will appear.

Mode TR Mo Rearary Lo M0 ol Sdm Medcolineout Yol Gpented of Miedde
h—m‘rﬂl SHES

Click the
'Inactivate’
button

Click the Inactivate button. The following warning message will appear:

Microsoft Internet Explore x|

\?') Are you sure you want to inactivate this trip?

Ok | Cancel |
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Click “OK” to inactivate the trip or “Cancel” to discontinue. The trip will now have an
“Inactivated” status and can be viewed in “read only” mode by selecting “Inactivated” on the

Trip List Filter.

Activating a Trip

Only trips with an “Inactivated” status can be activated. Select Inactivated from the Trip List

filter and click “Apply Filter”. The trip list will display inactivated trips.

W A S HINGTON

Profile

Per Diem Ratez | _Travel Req

Trips for Adam A Traveler

r Trip List Filter
[~ saved ™ Attached to Reimbursement Request

I~ Processed for payment ™ Attached to Inactivated Reimbursement Request

71 ¥ Inactivated Apply Filter

¥ Trip Id | RR Id Purpose Mileage | Per Diem Status ¥ |Edit
12M158/2007  1217/2007  itinerary check $16.01 $33.00 |Inactivated \
121312007 12M4/2007  Sample 51455 51455 Inactivated \
121312007 12M4/2007  Sample $0.00 $0.00 Inactivated \

Home | Contact | Privacy Motice | OFM Systems Home
® 2006 Washington State Office of Financial Management
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The View/Edit Trip screen below will appear.

Click on the
'Activate’

\‘?) Are you sure you want to activate this trip?

0K I Cancel |
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Click “OK” to activate the trip or “Cancel” to discontinue. The trip will now have a “Saved”
status.

Reimbursements Tab

The “Reimbursements Tab” displays a list of “in-process” reimbursement requests that are
awaiting further action. A reimbursement request is used to bundle trips together and route them
for processing. The user selects existing trips from the trip list and attaches them to the
reimbursement request. New trips may also be created and added through the reimbursement
request.

S TATE O F W A S HINGTON

Home ips i Profile
Per Diem Rates |  _Travel Regulatiens | Help | Logoff

Reimbursements for Adam A Traveler

Reimbursement Request List Filter
¥ Saved ¥ submitted W Approved
¥ Returned for Changes ¥ Denied I Approved for Payment
™ Processed for Payment ™ Inactivated ¥ Prepared

™ Rerouted Apply Filter |
.@EM_

1282 03/04/2008 Display Trip flags - Unset Flags 2 $375.49 Submitted To (Betty Manager)
q?1281 03/04/2008 Display trip flags, unset flags $221.17 Submitted To (Betty Manager)
W 859 0204/2008 new trip pick list test two trips 850,17 Returned for Changes By (Jane Fiscal) To
(Fiscal Group 1)

‘? 861 03/04/2008 trip pick list five trips §50.17 Returned for Changes By (Jane Fiscal) To
(Fiscal Group 1)

1280 03/03/2008 February trips $350.98 Saved

1269 03/03/2008 new reimb request to verify vendor id comes from $282.25 Approved By (Betty Manager)
the table

1013 03/03/2008 Test 15077 $193.16 Approved By (Betty Manager)

%
%
%
S
%
1272 03/03/2008 vendor id $15.15 Approved By (Betty Manager) \
%%
%
%
Y
%
G

? 1244 02/28/2008 new reimb request by traveler $75.00 Approved By (Betty Manager)

888 02/29/2008 Receipts flag test two §64.00 Approved By (Dan Preparer:)

W 1191 | 02/28/2008 checking the account grid $1,408.76 Approved By (Mike Manager)
1239 02/27/2008 new rrfor java script $276.00 Saved

? 1243 02/27/2008 check lodging exceptlon changes in history tab $174.00 Approved By (Betty Manager)

Create A New Reimbursement

Home | Contact | Privacy Notice | OFM Systems Home
@ 2006 Washington State Office of Financial Management

Reimbursement Request List Filter

The reimbursement request list filter provides filtering capability by the various reimbursement
request statuses. A reimbursement request may have any of the following statuses: “Saved”,
Returned for Changes”, “Processed for Payment”, “Rerouted”, “Submitted”, “Denied”,
“Inactivated”, “Approved”, “Approved for Payment”, and “Prepared”.

A i s it e, ol A

Reimb o for Ad ‘.M.AT | Reimbursement Request
eimbursements for Adam A Traveler P P
Filter List default
Reimbursement Request List Filter SEtthS:
¥ Saved ¥ Submitted e ¥ Approved (1) Saved
(2) Returned for Changes
¥ Returned for Changes ¥ Denied I_Approved for Payment [3} Submitted
[” Processed for Payment [ Inactivated 6 V¥ Prepared (4) Denied
[ Rerouted Apply Filter | (5) Approved
(6) Prepared

et e e
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Filter Options:

Saved — A reimbursement request that was saved, but has not been routed.

Returned for Changes — A reimbursement request that has been sent back for
modifications.

Processed for Payment — A reimbursement request in which payment was received by
the Requestor.

Rerouted — A reimbursement request that has been redirected by an Agency or System
Administrator.

Submitted — A reimbursement request that has been initially routed by a Requestor or
Preparer.

Denied — A reimbursement request that has been declined by an Approver or Fiscal staff.
Inactivated — A reimbursement request that was manually inactivated by clicking the
Inactivate button.

Approved — A reimbursement request that has been approved by an Approver.
Approved for Payment — A reimbursement request that has been authorized for payment
by the Fiscal staff.

Prepared — A reimbursement request that has been created on behalf of someone else.

The filter allows the user to choose all or any combination of the reimbursement request statuses.
Reimbursement Requests with statuses of “Saved”, “Returned for Changes”, “Submitted”,
“Denied”, “Approved”, and “Prepared” comprise the default filter option.

To use the filter feature, simply select the desired filter options and click the “Apply Filter”
button, ~_2eely Fiter b

Sorting

The reimbursement request list can be sorted by any of the column headings except “Edit”. The
default sort order is by the “Date” column in descending order. To initiate a different sort, click
on the desired underscored column heading, i.e. clicking on “Total” will sort the entire trip list
by the “Total” column in ascending order. Clicking “Total” again will reverse the sort to
descending order.

e You can sort by any of the columns list except for the edit column.
I Rer The direction of the arrow shows the direction of the sort
3 e Description | Total | staws  [Fdile
¥ 988 01/04/268¢ smoke test build 95 $760.21 Saved %,
990 01/04/2008 retest bugs for build 95 $523.57 Saved \
? 812 01/04/2008 Comments Grid on Reimb Req to Scroll Bar $709.60 Submitted To (Betty Manager) %

AP YGRS . | et o, ol S4OT b (B 0c
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Creating a New Reimbursement Request

If you click the « Create A New Reimbursement | 1 110 on the reimbursement request list screen, the

following screen will appear.

Reimbursement Information For Adam A Traveler
View/Edit Reimbursement Request

Per Diem Rates |  TravelRegulations | Help | Logeff

All fields marked with * must be completed.

ReimbursementID:l

* Description: Il

r~ Profile Information

Requestor: IAdam A Traveler * Work Schedule: p-F
8a-5p

Requestar Phone: [360-664-6823 Ext. 101607 * Official Station: [Tymwater
Approver. |Betty Manager * Official Residence: |O|ympia
Approver Phone: [360-664-8825 Ext. 91207

~Reimbursement Trip List

Click "Save & Continue’ to start adding trips to this reimbursement request.

[2] [c]

Save & Continue | Save & Close | Cancel |

The new reimbursement request is initially composed of several sections: (1) Description, (2)
Profile Information, and (3) Reimbursement Trip List. It also displays the three processing
options a user can select after data is entered: (A) “Save & Continue”, (B) “Save & Close”,
and (C) “Cancel”.

Description: This is a free-form entry field. The user types in the desired description.

Profile Information: serves as the header for the reimbursement request. The fields of this
section with the exception of Description are pre-populated from the traveler’s profile. The
Requestor, Requestor Phone, Approver, Approver Phone, and Routing Status are “Read Only”
fields and cannot be changed on the reimbursement request. The Work Schedule, Official
Station, Official Residence, and Description are required fields and may be modified on the
reimbursement request without impacting data saved on the traveler’s profile.

Reimbursement Trip List: lists trips currently attached to the reimbursement request. A new

reimbursement request will initially display “No Data Found” for this section until trips
are added.
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Reimbursement Request Total: displays the expense component totals (Mileage Allowance,
Per Diem, and Miscellaneous Travel Expense) as well as the reimbursement request total. A new
reimbursement request will display zeros for all amounts in this section until trips are
added.

After the user types an entry in the Description field (all other fields are normally pre-
populated), one of the three processing options can be chosen: Save & Continue, Save & Close,
or Cancel.

“Save & Continue” - saves input and maintains current reimbursement request input

screen for further action.

“Save & Close” — saves input, and returns to previous screen.

“Cancel” — does not save input and returns to previous screen.

Adding Trips to a Reimbursement Request

Once the reimbursement request is saved, the “Routing Status” field, “Add Trip” and
“Add/Edit Comments” buttons are displayed. The Routing Status field is “Read Only” and
cannot be manually changed on the reimbursement request.

Reimbursement Information For Adam A Traveler
View/Edit Reimbursement Request

Per Diem Rates |  Travel Regulati | H

All fields marked with * must be completed.

Routing Statuslsa‘l’e'd oRewmbursememlD.l 1319

* Description: IOnce mare through the breech

Profile Information

Requestar. IAcIam A Traveler *Work Schedule: [i_F

Ba-5p

Requestor Phone: [350-564-8823 Ext. 101607 * Official Station: ITumwater
Approver IBetty Manager * Official Residence: IOIympia
Approver Phone I%msm Ext. 91207

rReimbursement Trip List Once "Saved”...

(1)  the Reimbursement ID is assigned

Add trips using the *Add Trip' button (2) the add Trip button appears

(3) the Add/Edit Comments button appears

(4) the Inactivate button appears

(5)  the Print, Flags and History buttons appear

—

Add/Edit Comments | e Print | Flags | Histary |

Inactivate | Save & Continue Save & Close | Cancal |

Click the “Add Trip” button to attach trips to a reimbursement request. The following screen
will appear:
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Trip Information For Adam A Traveler

Trip Pick List

Per Diem Rates |  Travel Regulations | Helb |

Trip List

N Select Al rip Id| Start ¥
1839 01/02/2008 01/04/2008 check itinerary delete 109.61 271.00 $433.58

121312007 12142007 Sample 1455 232.00 $261.55
12/07/2007 12M12/2007 message testing 0.00 0.00 $0.00
12/06/2007 12/08/2007 message testing 181.89 0.00 $221.88
12/08/2007 12/05/2007 retest time out without the time out 1M7.37 59.00 $176.37
12/04/2007 12/04/2007 re test the time outissue 12694 106.70 49.00 $155.70
1210412007 12/04/2007 retesttime out issue without time out 106.70 49.00 $155.70
12/04/2007 1212112007 message testing 0.00 0.00 $0.00
11/26/2007 11/26/2007 add a new trip to display on the pick list 109.61 44.00 $179.60
11/26/2007 11/26/2007 preparer dan creates a trip for traveler adam 36.86 0.00 $36.86
1142012007 11/20i2007 scroll bar check on trip pick list 9215 0.00 $92.15
11/19/2007 11/19/2007 Smoke Test 50.17 0.00 $50.17
111002007 11M13/2007 document itinerary changes for the same date  166.86 263.00 $496.83
11/02/2007 11/03/2007 Flags Test 40138 303.00 $704.38

O|a|ga|ajaa(g|a|g|a|g|ajao

Using the “Select All” column, select the desired trips to attach to the reimbursement request and
then click the “Attach” button. Clicking the “Select All” box in the column header chooses all
trips for attachment.

Trip Information For Adam A
Trnp Pick List

I—Trip List

M Select AN J\ ’:Tripild‘ Sta

Use either the
Select All Checkbox
or

Select the trips
individually by
placing a check in
the checkbox on the
same line as the trip
number you want.
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A new trip may also be created from the trip pick list screen by clicking the “Add New” button

« addNew |’ at the bottom of the page. The following screen will be displayed. You can create
your new trip here.

Reimbu ent Information For Adam A Traveler
View/Edit Reimbursement Request

Per Diem Rates |  TravelRequlatione | Help | Logeff

All fields marked with * must be completed.

ReimbursementID:l

*Description: ||

r~ Profile Information

Requestaor: |Ma'nATramIef * Waork Schedule: [n-F
ga-op

Requestor Phone: [360-664-8523 Ext. 101607 * Official Stafion: [Tumwater
Approver: |Beliy Manager * Official Residence: |Olympia

Approver Phone: [360-664-8525 Ext. 91207

rReimbursement Trip List

Click "Save & Continue’ to start adding trips to this reimbursement request.

You will use the same process to
add a new trip here as you did
earlier.

When you are finished the new trip
will be added to the trip list. You
can then add it to the
Reimbursement Request by
selecting it.

e ————————

Once the new trip is created, it will be added to the trip list. It can then be selected and attached
to the reimbursement request as described above.
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Adding Comments to a Reimbursement Request

Al fields marked with * must be comgleted.
Routing Status [Saved Reimbursementinf 1319

r Profile Information
Riquesion A Traveler " otk Schedule: .5
Ba-5p

Requestor Phone’ [350.664-6623 Ext_ 101607 * Official Stgbon: [Firmwater
Appraver. W * Official Besidence: [Olympia
Approver Phone: [360.664-8825 Ext. 91207

Reimbursamant Trip List

x| Per Diem | Misc Total Edit

2285 032472008 06:00 AM 032472008 06:00 PM  Onward came the 600 537.88

A

- .
R

~ Transackion Detail Information

Copy Selecled Row

Clicking the “Add/Edit Comments” button on the reimbursement request will open the
View/Edit Reimbursement Comments input screen below.
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Reimbursement Information For Adam A Traveler
View / Edit Reimbursement Comments

Per Diem Rates |  Travel Requlations | Help |  Logoff

All fields marked with * must be completed

Reimbursement Comments

e commencor s

172008 3:51 PM example comments for reference Qulde Adam Traveler

= Comments:

[ =i

Save & Continue | Save & Close | Cancel |

Users can add new comments as well as edit or delete existing comments from this screen.
Existing comments will appear in the grid above the free-form input section. The grid includes
the following data fields:
“Date/Time” - System generated timestamp of when the comment was created.
“Comments” - User inputted data. This is a required field.
“Comments By” - System generated value displaying the User ID of the individual
creating the comment.

Reimbu =nt Information For Adam A Traveler Click on the pEI:ICII to OP?n existing
comments to view or edit. You can
view comments any time butyou
can only edit your comments until
you have routed the
Reimbursement Request. Then
additional comments are added as
All fields marked with * must be completed. new comment lines underneath the

existing comment lines.

View/Edit Reimbursement Comments

PerDiemRates |  TravelRequiations | Help | Logoff

" Reimbursement Comments

Date/Time Comments Comments By
/712008 3:51FM example comments for reference guide

* Comments:

Type your new comments in space provided here.

To add a new comment just type your comment in the free form comments field. When you
have finished you may either Save & Continue, Save & Close, or Cancel. If you choose one of
the save options a new comment line will appear on the screen.
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“Save & Continue” - saves input and maintains comments detail input screen for further
input.
“Save & Close” — saves input, and then returns to previous screen.
“Cancel” — does not save input and then returns to previous screen.

The new comment will appear in the “Reimbursement Comments” grid once it is saved.

Edit Existing Comments

Click the «Nm icon on the row of the “Relmbursement Comments grld to be modlﬁed

et F e o T . : e e it P A VP ey

Relmbursement Comments4[ Cllck on 'Pencﬂ' to open ccmment line for viewing or edlllng

Date/ Time Comments Commenii> oy

example comments for reference guide
. ; B D T DY

The detail input screen containing the chosen comment will appear as shown below.

Reimbursement Information For Adam A Traveler
View/Edit Reimbursement Comments

Per Diem Ratez |  Travel Begulatione | Help |  Logoff

All fields marked with * must be completed.

Reimbursement Comments

Date/Time CommentsBy | _Edit_|

Comments By: |Adam Traveler Date & Time: |1ﬂ!2008 351 PM

* Comments:

Selected comments_*" are
then edited here in this free-
form input area.

Save & Continue | Save & Close |Cance||

The User can modify the comment as necessary. EXisting comments cannot be modified once a
reimbursement request is routed. The same three processing options as described earlier exist
after the desired modifications are made: “Save & Continue”, “Save & Close” or “Cancel”.

Delete Existing Comments

Click the “ X icon on the row of the “Reimbursement Comments” grid to be deleted. The
delete message window will appear as shown below requesting confirmation.
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Microsoft Internet Explo x|

\i\p Are you sure you want to delete this row?

oK Cancel |

Choose “OK” to continue the deletion or “Cancel” to stop. After the deletion, the comment will
no longer appear in the grid. Existing comments cannot be deleted once a reimbursement request
is routed.

Removing Trips from a Reimbursement Request
Trips removed from a reimbursement request are placed back into the trip pick list. Trips are

removed from the reimbursement request by clicking the “ * » icon on the row of desired trip in
the Reimbursement Trip List section. Trips can only be deleted from a Reimbursement Request
before it has been routed.

Rembursement Information For Adam A Traveler

View fEdit Reimbursement Reguéest

LerliemBates | JTravsiBepulations | Msio |
-y e SR sttt _—

" g st e P o arana S Bl 4 o s

- o rbimand Tri List

Purpose Milcaige: | Per Diem | Misc Total | Eda r

? 1229 0102008 0200 AM 042002 0500 P smaods best build 98 2318 £412.00 52599 o B .

———
Click on the "X" to remove trip from Reimbursement Request
Add Trip Once ramoved trip will return to the Reimbursement Request Trip List

I S~ oW S — ,;JJ"I'“_(‘J.I“M!-M

The system will generate the following warning message asking . . .

Microsoft Internet Explore x|

:{) Are you sure you want to remove this trip?

oK Cancel |

Choose “OK” to continue the removal or “Cancel” to stop. If the removal is continued, the
system will automatically recalculate the balances in the Reimbursement Request Total section.

Editing Trips from a Reimbursement Request

Trips can be edited by clicking the “ A on the row of the desired trip in the Reimbursement
Trip List section.

43 0f 128



TEMS Reference Gmde

.
Re|mbursement Tr|p L|5t

Start ¥

v se lotal
W 4820 01/01/2008 08:00 AW 01/04/2008 05:00 PM  smoke test build 95 $316.22 $418 00 | $25.99 | 760 % ) 4

[ Click on the 'Pencil' to open trip for ]

The system will open the trip for editing.

View JEdit Tr i}

Trlp is now available for editing, just click the 'Pencil’ on the
row you want to open.

- Trig My 3 RA 0

Aub Dwrstnateon I Hete Changire Fot: retrary Can At per Bem mescelanecus el epenses o mileage

Mmrﬂl mw:

ASSESE Commants |

SoekContnos | SewhCloss | Concel |

44 0f 128



TEMS Reference Guide

Flags and Exceptions

Flags alert users of information entered that might require closer scrutiny. Flags are generated

when travel information entered varies from system or business rules; or from both system and

business rules. Flags are included on both trip list and reimbursement request list screens.

Trips for adam A Traveler | Flags appear on this
and Reimbursements

Trip List Filter —————— trip list screens !
¥ saved ™ d to Reimbursement Request
[ Processed for payment " Attached to Inactivated Reimbursement Request
? 1616 0 10/11/2007 10142007 Smoke Test $50.17 $0.00 $0.00 $50.17  Attachedto %
Reimbursement
Request
? 1617 1001142007 10142007 Smoke Test $50.17 $270.00 51599 $336.16 Saved %
? 1629 1001172007 10142007 Smoke Test $50.17 $270.00 | $15.99 $336.16 Saved \
10/11/2007 10M14/2007 Smoke Test $50.17 $270.00 @ $15.99 $336.16 Aftachedto \
Reimbursement
= Request
Click on Flag to
. .g (2007 Smoke Test $50.17 $270.00 | $15.99 $336.16 Saved \
view details
7 Smoke Test $50.17 $270.00 51599 $336.16 Saved \
10/11/2007 10142007 Smoke Test $50.17 $270.00 | $15.99 $336.16 Saved \
862 10M1/2007 10/14/2007 Smoke Test $50.17 $270.00 @ $15.99 $336.16 Aftachedto \

Reimbursement

Click the flag on the row of the desired trip to view details. The following screen will appear

displaying the exceptions.

Adam A Trav
Flags

Flag detail associated with trip 1625 |

FPurpose: Smoke Test I

10142007 Mileage rate of $0.111 differs from current standard automobile rate of 50,485
10M 142007 Breakfast amount of 322 .00 differs from allowance of $10.00 for Zillah, WA
A0 12007 Lunch amount of $32.00 differs from allowance of $12.00 for Zillah, W
10M 12007 Dinner amount of 344 00 differs from allowance of $17.00 for Zillah, WA
10142007 Loedging exceeds allowance of 860.00 for Zillah, W

- Required to stay at same facility as dignitary.

- Temporary special cost escalation.

- Mare economical to stay at temporary duty station.

- Business interaction is expected at event location.

- Comply with ADA or health and safety of traveler is atrisk.

- Suite is more economical than meeting room.

-Agency Rented Facility - Reimbursement allowable up to 125%.
e 10M2/2007: Breakfast amount of $22.00 differs from allowance of $10.00 for Zillah, WA
10M 262007 Lunch amount of $32.00 differs from allowance of $12.00 for Zillah, WA
s 10M2/2007: Dinner amount of 344 .00 differs from allowance of $17.00 for Zillah, WA

|http://198.239.159.205/ViewFlags.aspx?tripID=1625 [ nternet
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Reimbursement Request History

TEMS maintains the history of a reimbursement request from it’s creation to the time it’s
processed for payment. The history is displayed in chronological order starting with the earliest
at the bottom of the screen to the latest at the top.

History details may be accessed by clicking the “History” button on reimbursement request.

nent Information For Adam A Traveler

View/Edit Reimbursement Request

All fields marked with * must be completed.
Routing Status {Saved Reimbursement IDI 1319

Rhe LN LI Once more through the breech

Diem | & \ Jit

$3300 $000 $7088 WX

e
m
T
T
T
T
T
T

Click here to
view history
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The History details will be displayed on the pop-up window displayed below.

A OFM - Travel and Expense Management System - Web Page

History is organized from the latest on
top to the earliest on the bottom

» [x

Adam A Traveler

History

Description: trip pick list three trips Y ot th
. ou can prin e
01/04/2008 8:45 Al history details by

From: Manager, Betty o : ]
To: Fiscal Group 1 clicking the print link

Action: Approved by Approver to Fiscal

Changes:
Feceipts obtained designation for reimbursement request ID 354 was changed from Mo

to Yes by Adam A Traveler on 01/04/2008 8:33 AM.
Commenits: 854 update receipt received flag to M send to fiscal

01/0472008 8:33 AM
From: Traveler, Adam A
To: Manager, Betty
Action: Submitted
Changes:
Trip ID(s) 1663 added to reimbursement request ID 854 by Adam A Traveler on

01/04/2008 8:32 AM.
Trip ID 1611 was removed from reimbursement request ID 854 by Adam A Traveler an

010442008 8:32 AM.
Commenits: 854 removed trip added trip with receipts required and received

01/04/2008 8:30 AM -
0 - | ©

|http://198.239.159.205/ViewHistory.aspx?requestiD=854 @ Internet

The History details may even be printed by clicking the “Print” link. Click the “Close” link to
close the History screen.
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Change Log

When modifications (additions, deletions, or changes) are made to reimbursement requests after
their initial submission, the system will auto-generate details of the modifications as entries into
History. These system generated entries will display what and when the changes occurred as
well as who made the changes.

History

Description: trip pick list three trips
01/04/2008 8:45 AM

From: Manager, Betty

To: Fiscal Group 1

Action: Approved by Approver to Fiscal

Changes:

Receipts obtained designation for reimbursement request ID 854 was changed from Mo

} to Yes by Adam A Traveler on 01/04/2008 8:33 AM.
Details Comments; 354 update receipt received flag to M send to fiscal

of 01/04/2008 8:33 AM
|IChanges From: Traveler, Adam A

are To: Manager, Betty
recorded Action: Submitted
here Changes:

Trip ID(s) 1663 added to reimbursement request ID 854 by Adam A Traveler on
}Dﬂ[ldJEEIEIB 832 AM.
Trip 1D 1611 was removed from reimbursement request 1D 854 by Adam A Traveler on
01/04/2008 3:32 AM.
Comments: 854 removed trip added trip with receipts required and received

U IS ZUU0 0100 AT vI
1 - - | B

|http://198.239.159.205/ViewHistory.aspx?requestiD=854 /@ Internet

Routing

Requestor (To Approver)

The reimbursement request routing process is initiated by clicking the “Send” button at the
bottom of the View/Edit Reimbursement Request. The “Send” button does not appear until at
least one trip is added to the reimbursement request. Example of Screen without a trip assigned.

e S F S s A P

R s

L e

Notice . ..
No Send
button here
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Example with at least one trip assigned to reimburseme

et e

nt request.

B

Notice . ..
Send button
Appears!

Add/Edit Comments

Inactivate | Save & Continue Save & Close | Cancel |

Per Diem Rates |  Travel Requlations | Help |  Logoff

All fields marked with * must be completed.
Process Reimbursement Request

-~ Action Routing This screen is divided into the following
* gend Route To: |Manager, Betty 'l sections:
& Approv (1) Action
- e (2) Routing
Deny (3) Receipts

€ Return for Changes

(4) Comments

r Receipts
* Receipts are required for this reimbursement request. Have original receipts been obtained?

"Action"- defaults to "Send"

"Routing” - defaults to Approver from
Requstors Profile

""Receipts" - requires response if receipt
generating event has occurred

"Comments" - allows Requestor to type in any
;I desired comments

 ves|The Requestor must respond to this question in order to proceed
¢ o [from this screen, if a receipt generating event has occurred.

) Comments:

[

By submitting | hereby certify under penalty of perjury that this is a true and correct claim for necessary expenses incurred by me and that
no payment has been received by me on account thereof.

(o ] o |

The screen is divided into several sections: Action, Routing, Receipts, and Comments.

“Action” defaults to “Send” when the reimbursement request is initially routed. All
other actions are grayed-out.

“Routing” defaults to the Approver selected in the Requestor’s profile. The Requestor
also has the option of choosing another Approver from the drop-down list.

“Receipts” if a receipt generating event has occurred, (i.e. lodging); the Requestor must
respond whether or not receipts were obtained. A “Yes” or “No” response must be
checked in order to proceed from this screen. If a receipt generating event did not occur,
the Receipts section will be grayed-out and the system will indicate that receipts are not
required.

“Comments” allows the Requestor to type in any desired comments for the
reimbursement request.
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The Requestor responds to the desired sections above and clicks “E” button to submit the
reimbursement request to the chosen Approver. The system will generate an e-mail notification
to the Approver that a reimbursement request was received and is waiting to be reviewed. «
ﬂl” button does not save any changes and returns the Requestor to the reimbursement
request.

Inactivating/Activating Reimbursement Requests

Inactivating a Reimbursement Request

Click on the “_2€ae | pyton in the lower lefi-hand corner of the screen to inactivate a
reimbursement request. Only reimbursement requests with a “Saved” status can be inactivated.
Reimbursement request owners (Requestors) can inactivate their own reimbursement requests.
Preparers may also inactivate reimbursement requests they created for Requestors.

sement Request

PecDamBates | TIravelRecuistions | Hep

Click here to
inactivate

W Ninactvate [J)Save & Continve |  Save & Close | Cancel |

You will receive the following confirmation message.
Microsoft Internet Explorer X

\?) Are you sure you want to inactivate this reimbursement?

oK Cancel |

Click OK to continue.
The reimbursement request and any attached trips will be assigned an “Inactivated” status.
Note: to find the Inactivated Reimbursement Requests use the “Inactivated” status from the

Reimbursement Request List Filter.

F W A S HI N G T O N

Reimbursements for Adam A Traveler

~ Reimbursement Request List Filter
™ saved ™ submitted ™ Approved
[~ Returned for Changes [ Approved for Payment
[~ Processed for Payment @ [ Prepared
™ Rerouted
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Activating a Reimbursement Request

To activate an inactivated reimbursement request, just click on the “Activate” button located in
the lower left-hand corner of the View/Edit Reimbursement Request screen.

Reimbursement Information For Adam A Traveler
View /Edit Reimbursement Request

Per Diem Rates |  _TravelRegulations | Help | Logoff

Print Flagsl History |

You will receive the following confirmation message.

Microsoft Internet Explorer x|

\?) Are you sure you want to activate this reimbursement?

oK Cancel |

Click OK to continue.

The reimbursement request will be assigned to a “Saved” status.

Printing a Reimbursement Request

When a reimbursement request is initially saved, the “Print” button will display in the lower right
corner.
Example: Reimbursement request prior to being saved.

Reimbursement Information For Adam A Traveler
View /Edit Reimbursement Request

Per Diem Rates | Travel Regulations 1 Help

All fields marked with * must be completed.

Reimbursement ID.I
ol e

- P "

SIS P

L e e e <

= ae? = e

" Réirﬁ’gu'féement Trip Li;l”‘

Click "Save & Continue’ to start adding trips to this reimbursement request

Noticell
No buttonsil! |

Sawe & Close | Cancel |
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Example: Saved Reimbursement Request.

Noticelll

Buttons!l!!

Add/Edit Commentsl Printl Flagsl History |

Inactivate | Save & Continue | Save & Close | Cancel |

From this point, a reimbursement request may be printed regardless of its status.

When the ﬂl button is clicked, a reimbursement request report will display as shown below.

Office of Financial Management
Travel and Expense Management System
Reimbursement Request Report
Traveler, Adam A
03/2512008
B Reimbursement Request Summary [ Expand All Y Print Close
RR Id Official Station Official Residence Description Routing Status Amount Requested Taxable Amount Travel Advance
1321 Tumwater Olympia Again for documentation purposes Saved $0.00 $0.00 50.00
@ Travel Summary
Reimbursement Totals
Document Header and Batch Information
@ Transaction Detail Information
History
Flags
Reimbursement Request Comments

The reimbursement request report is displayed in an expandable and collapsible format. By
clicking on the desired section’s + sign, a user can tailor the report to print only the needed
details. Clicking the “Expand All” option in the upper right corner will display all sections of the
report. Once the desired sections are displayed, click the “Print” link on the Reimbursement
Request Report to print the report.

Click the “Close “button to cancel the print option and return to the previous page.

Check-in/Check-out
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When a reimbursement request is in-use and is opened by someone else, the system will display
a warning message at the top of the screen to the later individual.

Reimbursement Information For Adam A Traveler

View /Edit Reimbursement Request -
If you open one of your requests that is

 omiui | openby someons s, you il receive this

message and won't be able to edit anything.

This reimbursement request is Read Only
AlTIEIAS Marked with = must oe compietea

Routing Status{Submitted To (Betty Manager) Reimbursement ID:I 892

T history log

ged 2 times testing . -,

If the same reimbursement request is opened by two individuals with edit capability then the
second individual to open the reimbursement request will receive the following warning
message. The message will indicate that the reimbursement request is “read only” and provide
the name and phone number of the person who has it open.

Reimbursement Information For Adam A Traveler

i - - If you are the second individual (with edit capability
View /Edit Reimbursement Request such as a reviewer or approver) to open the same

- request you will receive this warning message

This reimbursement request is Read Only and is in use by Betty Manager, phone 360-664-8825 Ext. 91207.
Allfields marked with * must be completed.
Routing Status ISubmitted To (Betty Manager) Reimbursement ID:I 892

Preparer (Prepare Only)

A user (Preparer) who has been delegated authority to prepare trips and reimbursement requests
for Requestors will have the “Switch Requestor” link available in the “Tasks” section of the
Welcome screen.

W A S HI NGTON

Trips Reimbursements Profile
Per Diem Rates | | Help | Logoff

Travel Requlations

Welcome to the Travel and Expense Management System!

TEMS is the replacement to the Travel Voucher System (TVS).
We haope you will find this new system to be of great value in accomplishi

Appears only to
users given the

authority to
Others
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Curabitur - Chanae Your Profi
orci. Mullam risus leo, condimentum et, laoreet non, ornare vel, H
mauris. Fusce tellus augue, eleifend eget, accumsan eget, eleifend

ac, mauris. Guisque augue velit, vehjcula et, ornare at, interdum = Switch Reques‘l:or
ittt o pagrigh o gl G LT @ A
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The Preparer clicks the “Switch Traveler” link and screen below will display.

You are currently preparing for Dan L Preparer:
Switch Requestor
Choose a

| ‘olenfls | TowRewios | e | Loff [ pooyestorto
Prepare for

from the Drop
Down List

Available Requestors To Prepare For

Requestor To Prepare For: |Fi5cal, Jane

Manager, Betty
Manager. Mike
Preparer, Sue
Traveler, Adam A

The Preparer chooses a Requestor to prepare for by selecting the desired name from the drop-

down list by highlighting the name and then clicking the “L_2€__|* button. The system will
display the Home Tab of the chosen Requestor.

Reimbursements

Travel Requlations I Help

Profile

Logoff

Trips

Per Diem Rates | |

Welcome to the Travel and Expense Management System!

TEMS is the replacement to the Travel Woucher System (TwS).
We hope you will find this new system to be of great value in accomplishing your duties!

[aystommews ——— Mraske

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. -
Curabitur orci. Mullam risus leo, condimenturn et, laoreet non,
arnare vel, mauris. Fusce tellus augue, eleifend eget, accumsan

Change Your Profile

eget, eleifend ac, mauris. Guisgue augue velit, vehicula et, ornare = Create Trip Pre-Approval
at, interdum vitae, enim. Pellentesgque hahitant morhi tristique
senectus et netus et malesuada fames ac turpis egestas. Mauris o

aliguam. Pellentesque vel odio.

Agency News " Create Reimbursement Request

Create New Trip

Donec ultricies. Morbi et eros guis diam nonurmmy pretium = Fiscal Suite
Fraesentrisus nibh, faucibus sit amet, interdum eu, ultricies sed,
sem. Maecenas suscipitviverra ante. Maecenas adipiscing, risus - Administrator Suite

in convallis adipiscing, lectus ligula ornare erat, nonummy
tempus nisl elit a odio. Vivamus ut pede id erat rutrum pretiom

The Preparer can now create and/or modify existing trips and reimbursement requests for the
Requestor. The Preparer will only be able to send the reimbursement request to the Requestor.

Note: Preparer groups are only given prepare only authorization.

Preparer (Prepare and Submit)

The procedures for a Preparer with prepare and submit authority is the same as a Preparer with
prepare only authority with the exception of having the capability to submit the reimbursement
request to the Requestor’s Approver (default routing option).
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Profile Tab

Profile Information

The Profile contains specific information about the requestor that is helpful or required to
process the reimbursement request.

N G T O N

Access Profile
Reimbursements Profile information from

Per DiemRates | _Iravel Requiations | Help | Logefr

Welcome to the Travel and Expense Management System!

TEMS is the replacement to the Travel Voucher System (TVS).
We hope you will find this new system to be of great value in accomplishing your duties!

O T

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Curabitur cha“ge Y’our Proﬁh
orci. Mullam risus leo, condimenturn et, [aoreet non, ornare vel,

. e
" -

Clicking either the “Change Your Profile” link on the Home tab or the “Profile” tab will display
the screen below. The resulting screen displays in “read only” mode. The edit button is used to
make modifications to the profile.

S TATE

Home Reimb

Per Diem Ratez | _Travel Regulations

Appears at first as a Rl cparer dan

‘Read Only" Screen Agency: [1050 Office of Financial Management
View Profile
Requestar Name: |Prepa'ef:, DanlL

Fhone: |360-664-8827 Ext. 80707

E-Mail: Itracy.a’lundsm@ufm.wa.gm

Official Residence: IOllﬂ'"Pia

Official Station: I'I'umwatet
Work Schedule: |25 p-F

Change Password

~Routing
Requestor Route To: |Mmaget Betty

To Edit the Fhone: |360-664-8825 Ext. 91207
screen click on
the 'Edit’ button ~Delegation

Prepare Only: |Prepaef, Sue
Prepare & Submit: |

Home | Contact | Privacy Motice | OFM Systems Home
@ 2006 Washington State Office of Financial Management

550f 128



TEMS Reference Guide

The profile screen is composed of several sections. The header of the profile displays the User
ID and Agency of the requestor. The header is followed by three sections: View Profile,
Routing, and Delegation.

S O RO & F S R v —— R e e esfamn e _ - .
e p— ) s e g Y, T e, mor N

j]

§ [ Profile Header | UseriD: [Emmgen Profile
4

5 Agency: |1 050 Office of Financial Management Screen
£ o View Profile in

] Requestor Mame: |F’reparer:, Dan L "View"'
% Phone: [350-664-8827 Ext. 80707 mode
:.f E-Mail: Itracy.anundson@oﬁﬂ.wa.gw

l—'.& Official Residence: |O|‘y"mpiﬂ

v Official Station: |Tumwater

% Work Schedule: |a_ g p-F il

: -

§

) <l Change Password

7 e-Routing—

3 Requestor Route Tao: |Manager, Betty

i Fhone: ISEU—EE-:L—BSZS Ext. 91207

5 e-Delegaticn-

i !

3 Prepare Only: IPreparer, Sue

\, Prepare & Submit: I

I N

!

%

‘{Hw SRESE — MRS b gl ot i,

(1) View Profile - displays requestor related information important to the processing of
the reimbursement request.

(2) Routing - displays the name and phone number of the default approver who will
review the reimbursement request.

(3) Delegation — displays the name of a user (if any) who has been given authorization to

prepare (only) or prepare and submit reimbursement requests on the behalf of the
requestor. Prepare and submit authorization will be given by the agency administrator
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Modifying Profile Information

The screen below will appe

R P

o

; All fields marked with * must be completed.

I
4
?
£
<

To edit just tab
to the field you
want to change
and either type
in new
information or
use the drop
down lists
when they are
available

et

NP PP R ot

SPPEL

Once you
have changed
the
information to
: fwhat you want
click 'Save’' to
retain the
modifications
or'Cancel' to
discard them

e

-
SRS

et porim A

P

- \..----‘,,..“Wk'w*-u-u.n**A R e

ar after clicking the edit b

utton..

E— e - =,

Sl b reparer dan
Agency: |‘105E] Office of Financial Management
~ Edit Profile Profile
*EirstName: [Dan Screen
Middle [nitial: ||_ T in
* Last Mame: |F'reparer 'Edit’
) - mode
" E-Mail: |tracy.anundsnn@nfm_wa_gov

*Phane Area Code
* Phone Prefix

* Phone Suffix
Phone Extension

* Official Residence

* Dfficial Station

*Work Schedule:

B0
e
e
- fporor

: |Olympia

: |Tu mwater

|8-5 M-F

r Routing
Reguestor Route To

: |I‘u"lanager. Betty

=]

rDelegation
Frepare Qnly

Prepare & Submit:

: |F'reparer. Sue

[

Save Ca

ncel |

Prepare & Submit
is activated via the

Administrative Suite
- PP O R T

The values in the profile may now be modified. Field names preceded by an asterisk are
required entries. To modify an entry, simply tab into or place the cursor into the field to be
modified and key in the value.

In the “Routing” section, a new default approver may be chosen by clicking the drop-down
arrow and selecting the desired name.

A new preparer (only) may also be chosen by selecting the name from the drop-down in the
“Delegation” section.

Click the “Save” button to retain the modifications or “Cancel” to discard them.
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Review Tab

The “Review” Tab is available to users who have the Approver role. It contains reimbursement
request submitted to the Approver for review and processing.

Reviewing a Reimbursement Request (Approver)

The “For Review” Tab and “Switch Approver” link are available to users who have the approver
role. The “For Review” tab contains reimbursement requests submitted to the Approver for
processing. The Switch Approver link is used to review reimbursement requests on the behalf of
another Approver.

Per Diem Rates | ravel Regulations

Welcome to the Travel and Expense Management System!

TEMS is the replacement to the Travel Voucher System (TVS). Available to
We hope you will find this new system to be of great value in accomplishing your duties! Approver Role

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Curabitur -
orci. Mullam risus leo, condimentum et, laoreet non, ornare vel,
mauris. Fusce tellus augue, eleifend eget, accumsan eget, eleifend

ac, mauris. Quisque augue velit, vehicula et, ornare at, interdum = Switch AEEI'OVEI’
vitag, gnim Rellentesgue habit; i fristi senectus et netus
Raek 8 ENIESQUE T Wwﬂ,ﬂ.ﬂ_qi_. B e e SO N

Change Your Profile

Clicking the tab will open the following screen.

S TATE

Home
Per Diem Rates | _Travel Requlations Click on the
'Eyeglasses’ to
open a request
Reimbursement Requests to Review for Betty Manager for review
Clickona
'Flag' to V|RR Id Requestor | Date & Description Status
view the Adam Traveler 12/21/2007 Smoke Test $318.16  Submitted By (Adam Traveler)

ﬂag detail Adam Traveler 12/24/2007 Reimb Trip List grid to scroll $1,317.54 Submitted By (Adam Traveler)
Adam Traveler 01/03/2008 new trip pick listtest two trips $50.17 Submitted By (Adam Traveler)
Adam Traveler 01/03/2008 Holiday Tripping ($49.83) Submitted By (Adam Traveler)
Adam Traveler 01/04/2008 Receipts flag test two $64.00 Submitted By (Adam Traveler)

Adam Traveler 01/04/2008 preparer dan creates a reimb request for $561.79 Submitted By (Adam Traveler)
traveler adam

Adam Traveler 01/04/2008 Test $646.81 Submitted By (Adam Traveler)

Dan Preparer. 01/04/2008 upadating itinerary and the effect on other $219.22 Submitted By (Dan Preparer.)
expenses

Dan Preparer: 01/04/2008 new reimb request $219.22 Submitted By (Dan Preparer:)

44 34 4434

Adam Traveler 01/04/2008 Comments Grid on Reimb Req to Scroll Bar $709.60 Submitted By (Adam Traveler)

Home | Contact | Privacy Notice | OFM Systems Home
@ 2006 Washington State Office of Financial Management
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This screen displays reimbursement requests submitted to the approver for review from various
requestors (if applicable). This list can be sorted by any of the column headings except
“Review”.

~BanmursETERf Rutioedts wieliewtsy]  YOU can sort by any of the column headings except 'Review'

1 */RR Id| Requestor | Dat: & Description Status Review
Wﬂ' M
e Arrow dlrectlon shows dlrectlon of sort | "3 . 3

The default sort order is by the “Date” column. To initiate a different sort, click on the desired
column heading, i.e. clicking on “Total” will sort the entire trip list by the “Total” column in
ascending order. Clicking “Total” again will reverse the sort to descending order.

Click the “ ™™ ” icon (eyeglasses) of the desired reimbursement request to open it from the list.
The view/edit reimbursement request will be displayed as shown below.

eimbursemer
| View /Edit Reimbursement Request

t Information For Adam A Traveler

All 69dds marked with * must D9 completed

Routeny; Statys [Submitted To (Betty Manager) Roimbursement 1D

xS Review
o General
Reguestor [KGam ATweier * Work Schecule m’ ﬂ Request
P ; =~ information
equestor Phaoe: [360.664.8823 Ext. 101607 Ondal Stton: [Tumwater
Approver m— * oMol Residence: [Giymoia here

Approver PRes [360.664.8825 Ext. 91207

Open trip
Reimbursement Trp ist details here
Ve Purpose Micage Per Diem Misc | Total |fdit

1632 11212007 03 00 AM 11/2372007 05:00 PN ¥ to grandmas house $10088 $29300 S758 $405458 N\

1547 10082007 0300 AM 11/1122007 05:00 PM retest bug fix more than one inerary $30849  $55260 S4999 S$91108 '\
Ine for the same date

Start ¥

Reimbursement Reguest Total

Mieage Alowance: lw Reimbursement Request Total: [_.SW
[ ses060 Teaved sdvance; [ o
[ sss060 Recuce Balance to Code: ['_
I $0.00 Reduce Amount Requested: |
§57 57 Reduce A and 1o Code: [_"

$1.317.54 Requested Reimbursement Totat: 17 g
d‘u\’ M '.r

From this screen, the approver can review reimbursement request related details as well access

trip details. Trips are accessed by clicking the A icon of the desired trip within the
“Reimbursement Trip List” section of the View/Edit Reimbursement Request screen.
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- - Y -~ y
e e . RN n Py N e o Frte

ﬁelm“bursementTrl:lesT—*w 7" - e — — \
V|Tripld|  Starty | End | Purpose _|Mileage Per Diem| Misc | Edit]
1632 114212007 08:00 AM 11/22/2007 05:00 PM trip to grandmas house $100.88  5298.00 $7.58 $406.46 %‘

1547  11/06/2007 08:00 AM 11/11/2007 06:00 PM retest bug fix more than one itinerary  $308.49  $55260 $49.99 5911.08 %
line for the same date

The selected trip will open as shown below. Various components of the trip can be accessed by
clicking the desired icon or button.

View fEdet T

R R B A © et B SO
Gorrvpral Trg ndormateon 1
* s [ B0 RIS Moyt ren] WX

S2u of Trg

S Click on a 'Pencil’
: Tyma FO0AM to open detail line
— for review and

o BT ' modification
.

1T

Click on
the
'Add/Edit
Comments'
button to
view or
add trip
comments

Suggested Review Steps:

1. Review the Flags to assess situations called to your attention by TEMS.
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2.

3.
4.

10.

Review the dates, destinations and purpose of each trip. Was the Requestor expected to
be conducting business at the destinations listed on those days for that purpose?

Review the full text of the trip purpose.

Review the work schedule against the time of travel to determine whether the Requestor
is entitled to reimbursement of meals. TEMS does not automatically determine eligibility
for meals. State travel regulations can be reviewed at the OFM web site.

Review the Requestor’s residence and work locations against their destinations

to determine whether they are entitled to any lodging reimbursement. State regulations

generally prohibit overnight stays which are less than 50 miles from a residence or work
location. TEMS does not automatically determine eligibility for lodging within 50 miles.
State travel regulations can be reviewed at the OFM web site.

Review the meal and lodging expenses. Consider whether there were any flags listed for
this reimbursement request back at the "Review" tab. TEMS will provide standard meal
rates for many in-state destinations. Reimbursement requests with unknown destinations
and unknown per diem rates will be flagged.

Review any IRS taxable amounts. The detail for taxable meals is recorded within the Per
Diem box. If you believe the Requestor is incorrect in their identification of taxable
meals, you can make the correction and TEMS will document the change within the
comments section when sending the reimbursement request. Another alternative is to
return the reimbursement request back to the Requestor for changes.

Review mileage expenses claimed for use of a privately owned vehicle. Review the
mileage claimed for reasonableness. TEMS provides point-to point mileage for many in-
state destinations as assistance to the Requestor. The Requestor may claim actual
odometer mileage. Regulations exist regarding mileage claimed from a work location or a
residence. TEMS does not automatically determine whether to use mileage from a work
location or a residence. State travel regulations can be reviewed at the OFM web site. If
mileage reimbursement rates are in error, Approvers can make the necessary corrections
and forward to fiscal for processing or return the reimbursement request back to the
Requestor for correction.

Review Miscellaneous Travel Expenses. State regulations regarding allowable
miscellaneous travel expenses can be reviewed at the OFM web site.

Review the Travel Advance amount. TEMS does not automatically keep track of travel
advances and remaining balances. Confirm any travel advance amount according to your
office procedures.
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Modifying Trip and Reimbursement Request Data (Approver)

An Approver may modify entries to any of the following fields of a trip:
« Mileage Reimbursement Rate

Trip Information For Adam A Traveler

View/Edit Itinerary

Per Diem Rates | _Travel Regulaticns

e .-

Type in a city; JI_ B |_631 -
Click here to Open
Mileage Allowance I $100.88 = Mileage k Mileage Pop-up and
change mileage
_Sae|_Cancel |

reimbursement rate
amount

« Breakfast Amount

«  Lunch Amount

«  Dinner Amount

. Taxable Meal Designation
« Lodging

« Lodging Tax

« Lodging Exceptions

Trip Information For Adam A Traveler

View/Edit Per Diem

Per Diem Rates |  Travel Regulatons | Help | Logoff

Fields on the screen availble
for modification . ..

) : Meal Amounts:
Per Diem for Sequim, WA - 11/21/2007 (1) Breakfast

. ¢
Meal Entitlement (2) Lunch
Claimed Sublectto Taxaole (3) Dinner

Amount Eauroll Taxes Amount (4) Taxable Meal Designation
Breakfast W Claimed I~ Provided | 15.00 I™ Subject to Tax | 0.00 | (5)Lodging Amount

pd)| Lunch ¥ Claimed T Provided | 18.00 I Subjectto Tax | 000 | (6)Lodging Tax Amount
Lodging Exception
3 Dinner ¥ Claimed [ Provided | 26.00 ™ Subjectto Tax | 0.00

PerDiem Rates

Meal Total I $59.00 Tax Total I 3000

Lodaing

Standard Rate for Sequim, WA is 88.00
Lodgin v Clai i Rk '
ging ¥ Claimed I Provided 31.00 Lodging Receipt is Required.
Click if Lodging Cost
Exce

Lodaging Tatal 590.00 109-150% Over 1505

Lodging Tax 9.00

Per Diem Total $149.00

Memol

_sae | Cancel |
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An Approver may also modify entries to any of the following fields of a reimbursement
request:

. Travel Advance
Reduce Amount Requested

Reimbursement Information For Adam A Traveler
View/Edit Reimbursement Request

T REIMBO BB | fughe come 05 oo oo™ o o | e et

Y T

Mileage Allowance: I $1,549.04 Rei mhursemem-i%equest Total: I $1.934.02
Per Diem: I $333.00 Travel Advance: I 137223
In-State: I $333.00 Reduce Balance to Code: I 0.00
Out-of-State: I $0.00 Reduce Amount Requested: I 0.00
Taxable (meals): Reduce Amount Requested and Balance to Code: I
Miscellaneous Travel Expense:
Reimbursement Request Total: Requested Reimbursement Total: I $561.79
Coded Amount: | 50.00 Balanceto Code: | APProversmayalso | 53,77
just:
(A) Travel Advance
r~ Transaction Detail Information ?Bn;;l:;tuce Amount
Copy Selected Row ReqUEStEd

[ ¢ | Aom | oa | |
|

Add/Edit Comments Printl Flags | History

Save & Continue | Save & Close | Cancel | Send

Once the reimbursement request has been reviewed, the Approver may submit it by clicking the
“Send” button. This opens the “Process Reimbursement Request” screen.
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Reimbursement Information For Adam A Traveler
Process Reimbursement Request

Per Diem Rates | Travel Begulstions | Help

All fields marked with * must be completed. -
Process Reimbursement Request From this screen, an Approver can:

i Routing (1) Under Action
- Approve
Send oute To: | Fiscal Group 1 (% Deny
Return for Changes

Al
© Apprave (2) Under Routing
O Deny Route to a person in the drop-down list

3) Under Receipts

Return far Ch (
O Retum for Changes Change the ("yes" to "No") or ("No" to "Yes")
eceipts (4) Add comments if appropriate

*Receipts are required for this reimbursement regquest. Have original re

Oves

Mileage Rate for 05/12/2008 was changed fram $0.505 to $0.485 by Betty Manager on
0B5/18/2008 1:14 Ph.

If the Approver made changes to the
reimbursement request, the system
autogenerates entries into the
"Comments" field

I have determined this travel was for business purposes and is authorized for payment. . .
Approver may also key in additional

comments as necessary
Cance

The Process Reimbursement Request screen is divided into several sections: Action, Routing,
Receipts, and Comments.

“Action” — Of the four options listed the Approver can take action on three:

e Approve - the reimbursement request is approved as is or with approver modifications
and is ready to be sent to the next processing step, normally fiscal or another possibly
another Approver.

e Deny - the reimbursement request is not approved and routed back to the Requestor. A
reason for the denial should be entered in the “Comments” section. The “Route To”
drop-down list is grayed-out and the requestor’s name is automatically selected.

e Return for Changes - the reimbursement request requires modifications before the
Approver will approve it. An explanation of the necessary changes should be entered in
the “Comments” section. The reimbursement request is routed back to the Requestor or
another Approver.

e The Send option is grayed-out and is not an option to the Approver.
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“Routing” defaults to Fiscal or possibly another Approver based on the selection in the
Approver’s profile. The Approver also has the option of choosing another Approver from the
drop-down list. The default routing option changes based on the action option chosen.

Action options and their corresponding routing defaults are:

Action Route To (Default)

Approve Fiscal or Approver (Another Approver can be
chosen from the drop-down list)

Deny Requestor

Return for Requestor (Other options can be chosen from the

Changes drop-down list)

“Receipts” defaults to the selection chosen by the requestor. Note: this field is also available
for the approver to adjust.

“Comments” allows the Approver to type in any desired comments for the reimbursement
request. Use of the Comments section is highly recommended when the Deny or Return for
Changes action options are selected. If an Approver made any changes to the reimbursement
request, the system will display them in the Comments screen.

The Approver clicks “OK” to route the reimbursement request to Fiscal, an Approver, or another
chosen Approver. The system will generate an e-mail notification based on the action option to
the Requestor from the Approver (Refer to Appendix A). The body of the e-mail will display
system generated entries resulting from changes made by the Approver as well as comments any
made by the Approver. “Cancel” does not save any changes and returns the Requestor to the
reimbursement request being reviewed.

Adding Comments (Approver)

An Approver may view trip and reimbursement request comments made by others during the
review process. An Approver may also add trip and reimbursement request comments.

Reimbursement Information For Adam A Traveler
View /Edit Reimbursement Request

T Y N . r PiFnlem ﬁgtes Tra'.fel wu&ms I}g}m

. 2 e erm it e = "
e T S e "/ T e, v v il

Click the "Add/Edit
Comments™ button to
add comments

i ) applicable to the ¥

Reimbursement Request

Add/Edit Comments

F’rintl Flags | History |

Save & Continue | Save & Close | Cancel | Send |

NAA N w“’
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Reimbursement Request Comments

Relate to information displayed or contained in the reimbursement request. This might include
comments regarding data within the “Profile Information” or “Reimbursement Request Total”
sections, or data displayed on the “Flags” and “History” screens of the reimbursement request, or
responses to comments previously made by others. Comments made on the “Process
Reimbursement Request” screen are also displayed as reimbursement request comments.

Trip Comments

Relate to specific trips attached to the reimbursement request. The desired trip is opened and the
comment is made directly to the trip. Trip comments might contain information regarding:
itinerary, mileage, per diem (meals/lodging), miscellaneous travel expenses, etc.

Trip Information For Adam A Traveler

View /Edit Trip

Per Diem Rates |  TrawvelRegulatione | Help | Legoff

e A e - - e . /
AIFIEAE007 T Sequih, WA T T e 0 it Tt e Ty e e,
1112202007 Sequim, WA $59.00 $81.00 $9.00 $14000 %

Per Diem Total:l $298.00

Click on the Miscellaneous Travel Expenses
'Add/Edit

Comments’ | JPadTo | Padfor | Amount | Fdit
button to add [11/21/2007 Thriftway Cranberries and sweet potatoes 3758 Y

comments that

are trip specific

Miscellaneous Travel Expense Total:l $7.58
. Trip Total: $406.46
& Add/Edit Comments )

=
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Switch Approver

The switch approver feature allows a primary Approver to delegate another Approver to review
and process reimbursement requests on their behalf. The primary Approver chooses the
delegated Approver by using the drop-down list of the “Review & Approve” field of the profile.
The drop-down list will be populated with names of individuals assigned the role of Approver
for the using agency.

Profile
| Legoff

Bl M anager. betty]

Click on the "Edit’
button to open a new
screen where you can
modify the information

: [1050 Office of Financial Management

~View Profile
Requestor Name

Fhone

E-Mail

Official Residence
Official Station
Work Schedule

[Manager. Betty
360-664-8825 Ext. 91207

[julie mullikin@efm wa gov
Olympia

umwater

85 Mondays through Fridays

Change Password

~Routing
Requestor Route To

Phone

Approver Route To

|Gigstead. Tom P
503-466-0099 Ext. 91207
Fiscal Group 1

D

]
Prepare Only.

Prepare & Submit

Review & Approve: [}

[Preparer:. Dan L
[Preparer, Sue
- Mike

cv Notice | OFM Svstems Home
ate Office of Financial Management
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Clicking the “” button will open the following screen where you can delegate your
approving authority.

Per Diem Ratez |  TravelRequlatons | Help | Logoff

All fields marked with * must be completed.

User ID: manager.betty]

Agency: |1050 Office of Financial Management

r Edit Profile

* Eirst Name: Betty
Widdle |nitial:
* Last Name: Manager

* E-Mail: hu\ie,mullikin@ofm,wa,gnv

e
IW
o

*Phone Area Code
*Phone Prefix

*Phone Suffic. (ggas

Phaone Extension: [g42p7
* Official Residence: Olympia
* Official Station: |[Tymwater

* Work Schedule: |8—5 Mondays through Fridays

r Routing
Reguestor Route To: [Gigstead, Tom P
Approver Route To: | Fiscal Group 1

~Delegation Ch the new
Prepare Only: |Preparer:, Dan L approver from

Prepare & Submit: Preparer, Sue this list

Reyiew & Approve: | Manager, Mike S |
Approver, Michelle

Fiscal, Michelle

Gigstead, Tom P

Manager. June

iManager, Mike

Traveler, Jake S

The “Switch Approver” link will appear in the Tasks section of the Home tab of the delegated
approver.

Welcome to the Travel and Exp M t Sy

TEMS is the replacement to the Travel Voucher System (TVS).
We hope you will find this new system to be of greatvalue in accomplishing your duties!

elit. C 1]

Appears only if
delegated by
another Approver

Lorem ipsum dolor sit amet,

Change Your Profile

orci. Nullam risus leo, condimentum et, laoreet non, ornare vel,
mauris. Fusce tellus augue, eget, eget, .
ac, mauris. Quisque augue velit, vehicula et, ornare at, interdum + Switch AEQI'OVEI'

vitae, enim. F morbi tristique senectus et netus
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Click the “Switch Approver” link and the screen below will appear.

ng for Betty Manager

Per Diem Rates |  TravelRegulations | Help | Logoff

Choose an
approver to
delegate to

Available Approvers To Review For

from the drop

Review For Approver: IManager, June down list

Manager, Mike

The delegated Approver chooses from the drop-down list which Approver to review for. The
drop-down list will be populated with only those Approvers (primary) who have given the
delegated Approver authorization to review for them.

Click “__9% b once a name is selected or . Cancel b ¢ go back to the Home screen. If you
click “OK” the “Review” tab of the primary Approver will appear.

W A S HINGTON

Reim Profile

Per Diem Ratez |  _TravelRequlatons | Help | Logoff Delegated Approver

can now review and
approve for the
primary approver

Description Status Review
864 Adam Traveler 11/21/2007 Smoke Test $336.16 Submitted By (Adam Traveler) oo e~

? 927 Jake Traveler 121142007 Smoke Test $369.16 Submitted By (Jake Traveler)
? 862 Adam Traveler 01/09/2008 Smoke Test $336.16 Submitted By (Adam Traveler)

Home | Contact | Privacy Motice | OFM Systems Home
® 2006 Washington State Office of Financial Management
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Query

The Query feature is used to search and for trips and reimbursement requests that have been
approved by Fiscal for payment to the accounting system. Trips and reimbursement requests can
be displayed on this screen, but no changes can be made to the data.

Approvers can access the query feature through a link located in the Tasks Section of their Home
screen.

S TATE O F WA S HINGTON

Irips Reimbursements Profile
PerDiem Rates | Travel Regulstions | Help | Logoff

Welcome to the Travel and Expense Management System!

apstom nows e

The Mileage Reimbursement Rate will be updated daily to reflect the
increase in oil prices. Reference Travel policy

® Change Your Profile

" Switch Approver
Agency News Switch Approver

All travel reimbursement requests received in the fiscal office by the = Create Trip Pre-Approval

15th ofthe manth will be processed for payment by the 30th.
Reference Accaunting Palicy = Create New Trip

Approvers access the ® Create Reimbursement Request
Query feature from
this link on their main

Que
Menu screen Huery

= View Returned Reimbursement
Requests

After clicking on the Query link you will be directed to the following screen.

Per Diem Rates | Travel Requlatibne | Help | Logoff

Search Criteria

Reimbursement Requeleata

cial Station: ‘ |

Ta.xable Meals? [

Batch Data

Batch Numbehl:l @Batcthpe. l:l&isca\ Month: l:l @iieﬂnium. l:l

Vendor/Document Mumbers

Vendor Number/Suffix: | | @ Document Number/Suffix: |
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Trips and reimbursement requests can be selected using one or more of the following criteria:

CoNoOR~wWNE

RR ID (Reimbursement Request ID)
Trip ID

Start Date

End Date

Requestor

Official Station

Description

Taxable Meals

Batch Number

. Batch Type

. Fiscal Month

. Biennium

. Vendor Number/Suffix

. Document Number/Suffix

Note: Query results can be refined by using more than one selection criteria.

Recommendations for using the above criteria or fields:

RR ID

Trip ID

TBD

TBD

Start and End Dates

appear.

Requestor

The query allows you to select a range of dates or a single date.

Dates must be in the following format: mm/dd/yyyy, where mm=Month, dd=Day, and
yyyy=Year (2008).

Delimiters are not necessary (i.e.’/’). Note — Two characters are required for the Month
(i.e. 01).

The Start date must be chronologically before the End Date, or an error message will

You must enter a valid date.

If a date is entered into only one of the date fields (start date or end date), the other date
field must also be completed or an error message will appear.

Only dates of July 1, 2006 and after can be used.

TBD

Official Station

Type in a portion or all of the location desired. All locations containing the information
entered will appear. (Example — typing Oly would result in Olympia appearing).

710f128



TEMS Reference Guide
Description
e Type in a portion or all of the description desired. All descriptions containing the
information entered will appear. (Example — typing Oct would result in October
appearing.

Taxable Meals

e Check the taxable meals box to display trips and reimbursement requests that contain
taxable meals.

Note: Remember to uncheck taxable meals to include all trips and reimbursement requests in
the query.

Batch Number
e The batch number is a 3 digit numeric field.
Batch Type

e The batch type is a 2 digit alphanumeric field with no special characters allowed. Those
characters not allowed are — |@#$%&*.

Fiscal Month

e Fiscal month is a 2 digit numeric field. Valid numbers are 01 — 25 or 99.
Biennium

e The biennium field must be 4 digits and odd numbered years (for example. 2007).
Vendor Number/Suffix

e The vendor number is a 10 digit alphanumeric field, suffix is two digits. No special
characters are allowed.

Document Number/Suffix
e The document number is an 8 digit alphanumeric field. Alpha characters will display

uppercase. Spaces, dashes, back slashes are allowed. Entry in this field must be identical
to the reimbursement request information to achieve successful results.
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Viewing Your Query Results:

Once the criteria have been selected, press the Search button. The results will be displayed on
the bottom of the Query Screen.

Per Diem Rates | TravelRequlatione | Help | Logoff

Search Criteria

Reimbursement Request Data

geo: [ 1w [ ] semome| | epme| |

Reguestor: | | Dfficial Station: | |

Description: | | Taxable Meals? []

Once you have selected
your criteria and clicked
Batch Data on the "Search"” button,

Batch Number:l:l Batch Type: I:I Eiscal Month: Biepnium: 2009 the results from your

query appear at the

Vendor/Document Mumbers bottom of the screen.

Vendor Number/Suffix | Document Number/Suffix |

“
Search Results
RR Id Batch Nbr Requestor Description
1538 558 DT 2009 22 Crigin.Name Test of name change. 04/02/200% 11:38 AM
Test of Name change
for RRs
test for travel
1948 om BB 2 Requestor.Bret 03/26/2009 04:51 FM
advance 2
1904 939 oT 21 Traveler.Adam Test for DEMO 04/02/2009 11:08 AM
< 1]

15959 597 DT 22 Origin.Name 04/02/2005 01:35 PM

You will need to use the scroll bar to far right and then click the folder ~ in the Open column
of the desired row to view the trip or reimbursement request.

Click the Clear button _©22(] to clear the current query.

You can change the sort order by clicking on any column heading.

The default sort order is this screen is by Requestor in descending order.
Selective sorting:

e Clicking Last Activity as a primary sort will result in a chronological display, to the
minute, with the oldest trip or reimbursement request listed first. Secondary sorts are not
available.

The system will display a “No Data To Display” message in the Search Results Section if the

search doesn’t find a match.
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Viewing Returned Reimbursement Requests

The View Returned Reimbursement Requests link allows Approvers to view reimbursement
requests that they “denied” or “returned for changes”.

WASHINGTON

Reimbursements Profile Review
r Diem Rates | Irawel Requistions | Help | Locoff

Welcome to the Travel and Expense Management System!

EEETE T

The Mileage Reimbursement Rate will be updated daily to reflect the .
increase in oil prices. Reference Travel policy

Change Your Profile

" Switch Approver
Agency News Switch Approver

All travel reimbursement requests received in the fiscal office by the * Create Trip Pre-Approval
14&th ofthe manth will be processed for payment by the 30th.
Reference Accaunting Palicy Create New Trip

Create Reimbursement Request

Query
Approvers may view
reimbursement View Returned Reimbursement

requests they returned
through this link [ReqUests)

The “View Returned Reimbursements” screen will appear after clicking the link. This screen
will display all active reimbursement requests that the Approver has returned.

Reimbursements returned by Betty Manager
View Returned Reimbursements - Approver

Per Diem Rates | Travel Regulstions | Helo

Returned Reimbursement Requests to View

Requestor Description : Status
Adam Traveler  06MNG20028  submitted for reroute 154642 Returned for Changes By (Betty Manager)

Adam Traveler 0222008  trip Nlads §912.70 Denied By (Betty Manager)
Adam Traveler  058/21/2008  nhew it to check history $20520 Returned for Changes By (Betty Manager

Adam Traveler  05M4/2008 Receipts $433.06 Denied By (Betty Manager)

C licking the “Folder” icon in the “View” column of the desired reimbursement request will
display the Reimbursement Request Report.
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B Reimbursement Request Summary
RR Id Official Station
1495 Turnwater

Official Residence
Clyrmpia

Trawvel Summary
Reimbursement Totals

Document Header and Batch Information

Transaction Detail Information

History
Reimbursement Request Flags

Reimbursement Request Comments

newe rrto check history
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Fiscal Suite

The Fiscal Suite is the portion of the application where Fiscal staff review and batch
reimbursement requests. This is also the location where the interface with the accounting system
occurs. Only users that are assigned a Fiscal role can access the Fiscal Suite. The Task Section
of the Home Tab displays the link to the Fiscal Suite. A user simply clicks the link and is
directed to the Fiscal Suite.

T

Welcome to the Travel and Expense Management System!

TEMS is the replacement to the Travel Voucher System (TVS).
We hope you will find this new system to be of great value in accomplishing your duties!

SystemNews ______________ QTasks |

Lm:elnmm_dduslmma@muelmm - Change Your Profile

orci. risus leo, condimentL

mauris. Fusce tellus augue, eleifend eget, Appears only to

ac, mauris. Quisque augue velit, vehicula et, those users Create Trip Pre-Approval
vitae, enim. Pellentesque habitant morbi tri assigned a Fiscal

et malesuada fames ac turpis egestas. Role i
llent 1 odi Lreate New Irip
5 ) Create New Tri

Agency News Create Reimbursement uest

Danec ultricies. Morbi et eros quis diam nonummy p Fiscal Suite

5 W“N b ,Jﬂw A S

The initial screen of the Fiscal Suite appears as shown below.

Contains five Tabs:
\ > % - (1) Review
i HY (2) Batch
(3) Query
WA SHINGTON (@) BatchR
nt S (5) Returned

4 ) Batch Report 5, Returned

Reimbursement Requests to Review for Jane Fiscal

\ 4 A 1375 Adam Traveler 05/19/2008 Verify access to trip on approved $888.68 Approved By (Betty Manager) oo
reimb request

\ 4 1458 Adam Traveler 05/15/2008 Changes included in email $409.15 Approved By (Betty Manager) oo
notifications

Home | Contact | Privacy Notice | OFM Systems Home
© 20086 Washington State Office of Financial Management

The screen displays five tabs: Review, Batch, Query, Batch Report, and Returned.

o The Review tab is the location where incoming reimbursement requests from
Approvers are sent.

o The Batch tab contains the reimbursement requests that have been approved in the
Review tab and are now ready to batch. A batch is a group of like reimbursement
requests grouped by Batch Type, Biennium, and Fiscal Month.
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o The Query tab allows you to request, view, print and export information based on
fourteen criteria.

o The Batch Report tab allows you to request, view, and print details regarding
released batches based on Batch Date, Batch Number and Batch Type.

o The Returned tab allows fiscal to view active reimbursement requests that it
returned.

Review Tab (Fiscal Suite)
The “Review” tab displays reimbursement requests in grid format.

F WA S HINGTON

Batch Query Batch Report Returned
Home | PerDiemRates | Travel Regulations | Help | Logoif

1458  Adam Traveler 05/M15/2008 Changes included in email $409.15 Approved By (Betty Manager)
natifications

The grid is composed of nine columns:

1.

ok w

© N

Flags - displays if the reimbursement request contains trip and/or reimbursement request
flags.

Priority Reimbursement Requests - displays a triangle indicator if the reimbursement
request had been previously submitted to Fiscal.

RR Id — System assigned identification number given to the reimbursement request.
Requestor - displays the owner of the reimbursement request.

Date - displays the routing date the reimbursement request was submitted to the Fiscal
Group.

Description - displays the description entered on the reimbursement request.

Total - displays the “Requested Reimbursement Total” from the reimbursement request.
Status - displays the routing status of the reimbursement request.

Review — if you click on the icon when it is “eyeglasses” the reimbursement request will
open in edit mode. If you click on the icon when it is a “checked circle” the
reimbursement request will open in read only.

The «_Refiesh b» pytton is used is update the Review tab with any new reimbursement requests
that may have been submitted during the current session.
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Reviewing the reimbursement request:

From the Review grid, Fiscal users click on the “*= " icon on the row of the reimbursement
request to be reviewed. The reimbursement request will open as displayed below.

Reimbursement Informatior m A Traveler
View/Edit Reimbursement Request

Per Diem Rates | Travel Regulatons | Help

All fields marked with * must be completed

Routing Status:lNVﬂ'H’ By (Betty Manager) Reimbursement 1D 1281

R e T Ml Display trip flags, unset flags

r Profile Infarmation

Requestor (adam A Traveler *Work Schedule: _F
8a-5p

Requestor Phone: [350-564-8823 Ext. 101607 * Official Station ITumwﬁel
Approver: [Betty Manager * Official Residence: [Qlympia
#Appraver FRone: (360 664-8825 Ext. 91207

"Re\mbursemem Trip List

W 4534 11071/2007 10:00 AM 11/02/2007 05:00 FM Smoke Test $5017 $171.00 $0.00 522117 | %

~Reimbursement Request Total

Mileage Allowance: Reimbursement Request Total:

Per Diem: Travel Advance:
In-State: Reduce Balance to Code:

Out-of-State: Reduce Amount Requested:
Taxable (meals): Reduce Amount Requested and Balance to Code:

Miscellaneous Travel Expense:

(ERE

Reimbursement Request Total:

5

Requested Reimbursement Total:

Coded Amount:

{

Document Header and Batch Information

Doc date Document # Vendor #

"Transaction Detail Information

Copy Selected Row
Account

Reimbursement request and trip details may be accessed from this screen.
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Fiscal has the capability of modifying the following fields during the trip review process:

0 O O O O

Mileage Reimbursement rate
Breakfast Amount

Lunch Amount

Dinner Amount

Taxable Meal Designation

Fiscal can also modify the following fields of a reimbursement request:

OO O O O

Travel Advance

Reduce Amount Requested

Reduce Balance to Code

Reduce Amount Requested and Balance to Code

Fiscal may also return the reimbursement request to the Requestor for modification.

When modifications (additions, deletions, or changes) are made to reimbursement requests after
their initial submission, the system will auto-generate details of the modifications as entries into
History. These system generated entries will display what and when the changes occurred as
well as who made the changes. This information may be viewed by clicking the History button
on the reimbursement request.

Suggested Review Steps:

1.

2.
3.

Review the dates, destinations and purpose of each trip. Was the Requestor expected
to be conducting business at the destinations listed on those days for that purpose?
Review the full text of the trip purpose.

Review the work schedule against the time of travel to determine whether the
Requestor is entitled to reimbursement of meals. TEMS does not automatically
determine eligibility for meals. State travel regulations can be reviewed at the OFM
web site.

Review the Requestor’s residence and work locations against their destination to
determine whether they are entitled to any lodging reimbursement. State regulations
generally prohibit overnight stays which are less than 50 miles from a residence or
work location. TEMS does not automatically determine eligibility for lodging within
50 miles.

Review the meal and lodging expenses. TEMS will flag the reimbursement request
if meal or lodging rates for known destinations exceed the standard. Reimbursement
requests without default per diem rates will be flagged.

Review any IRS taxable amounts. The detail for taxable meals is recorded within the
Per Diem box. If you believe the Requestor is incorrect in their identification of
taxable meals, you can make the correction and TEMS will document the change
within the comments section when sending the reimbursement request. Another
alternative is to return the reimbursement request back to the Requestor for changes.
Review mileage expenses claimed for use of a privately owned vehicle. Review the
mileage claimed for reasonableness. TEMS provides point-to point mileage for many
in-state destinations as assistance to the Requestor. The Requestor may claim actual
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odometer mileage. Regulations exist regarding mileage claimed from a work location
or aresidence. TEMS does not automatically determine whether to use mileage from
a work location or a residence. If mileage reimbursement rate is in error, Fiscal Users
can make the necessary corrections and continue processing or return the
reimbursement request back to the Requestor for correction._

8. Review Miscellaneous Travel Expenses. State regulations regarding allowable
miscellaneous travel expenses can be reviewed at the OFM web site.

9. Review the Travel Advance amount. TEMS does not automatically keep track of
travel advances and remaining balances. Confirm any travel advance amount
according to your office procedures.

Input Account Coding

e oy T @ 5T %% —onengn L ST S
' iBimbursen...f Request Tofal ——~— foeme . s e

Mileage Allowance: L Reimbursement Request Total:
Per Diem: d Travel Advance;
In-State: J Reduce Balance to Code:
Out-of-State: I Reduce Amount Requested:
Taxable (meals): I Reduce Amount Requested and Balance to Code:

Miscellaneous Travel Expense:

Reimbursement Request Total: R Requested Reimbursement Total:
Reflects the

total amount Coded Amount:
coded to the [»
Account Grid

Document Header and Batch Information

Document #

r~ Transaction Detail Information

Copy Selected Row

Print | Flags | History

Approve |Deny|ReltlnFuChal_)es|

e Coded Amount - reflects the total amount entered in the account grid on one or more
rows.

e Balance to Code - reflects the remaining amount of the Reimbursement Request Total
that has not been coded. Balance to Code serves as reconciliation between the coded
amount and the Reimbursement Request Total. The Balance to Code must be zero before
the Reimbursement Request can be routed to the Batch Tab.

e Reduce Balance to Code — reduces the Balance to Code by the amount entered.
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e Reduce Amount Requested — reduces the Requested Reimbursement Total by the
amount entered.

e Reduce Amount Requested and Balance to Code — reduces both the Requested
Reimbursement Total and Balance to Code by the amount entered.

Document Header and Batch Information — this grid is only available to the Fiscal Group.
The grid is configurable by agency. The field options for the Document Header and Batch
Information Section are:

Biennium

Fiscal Month

Batch Type

Document Date

Current Document Number
Current Document Number Suffix
Vendor Number

Vendor Number Suffix

Vendor Message

Due Date

Input values directly into the desired fields. The Tab key or the mouse can be used to navigate
within the grid. Use the Enter or Tab key (on the last field of the row) to keep finalize all input.

Transaction Detail Information — this grid is available to the Requestor, Preparer, Approver, as
well as the Fiscal Group. The Transaction Detail Information Section like the Document Header
and Batch Information Section is also configurable by agency. Detailed account code entries to
support the reimbursement request are entered here.

Input values directly into the desired fields. The Tab key or the mouse can be used to navigate
within the grid. Use the Enter or Tab key (on the last field of the row) to input data on the active
row. This action will generate a new blank row below for additional entries.

Features of the Transaction Detail Information grid:

Sort — The account grid may be sorted ascending or descending by clicking on the
desired column heading. The sort cannot be saved and is only available during the
current session.

Copy — A single existing row or multiple existing rows can be copied within the grid. To
copy a single row, use the row selector to highlight the desired row and click the Copy
button. A copy of the desired row will be entered as a new row in the last line of the grid.
To copy multiple rows, click on the row selector of the rows to copy and click the Copy
button. The keyboard Shift and Ctrl keys may also be used to select a range or specific
rows to copy.

Delete — A single existing row or multiple existing rows may be deleted within the grid.
To delete a single row, use the row selector to highlight the desired row and click the
keyboard Delete button. A confirmation message will appear asking for verification of
the deletion. “OK” continues the deletion and “Cancel” does not. To delete multiple
rows, click on the row selector of the rows to delete and click the keyboard Delete button.
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The same confirmation as mentioned above will appear. The keyboard Shift and Ctrl
keys may also be used to select a range or specific rows to delete.

The Fiscal review will end in one of three ways. The request may be
= approved in which case it is routed to batches pending;
= denied in which case it is returned to the requestor/traveler
= returned for changes. If it is returned for changes then the reviewer may select the
individual to whom it will be returned from the drop down list provided on the “Process
Reimbursement Request” screen

The options are displayed at the bottom right-hand corner of the “View/Edit Reimbursement
Request” screen:

Return For Changes

o Approve - submits to “Batches Pending”
o Deny - returns to Requestor
o Return for Changes - returns to Requestor (default) or Approver

Once the option has been chosen the Process Reimbursement Request screen appears.

Reimbursement Information For Adam A Traveler
Process Reimbursement Request

[PerDiemRates | Travel Requlations | Help |  Logoff

All fields marked with * must be completed.
r Process Reimbursement Request

this is how

the screen - Action Routing
looks if you ’7

Batches Pending =
choose the Route To:

Approve w® Approve ‘

% send

The information in this area is
frozen based on the option
chosen

option  Deny

% Return for Changes

rReceipts
* Receipts are required for this reimbursement request. Have original receipts been obtained?

© Yes
& No

Comments:

|
‘ Comments may be added in this area of screen |

Your only choices are
"OK" to continue or
"Cancel" and return to prior screen

Based on the option chosen, the information will be frozen. Your only choices are “OK” to
continue or “Cancel” and return to the prior screen. The system will generate an e-mail
notification based on the action option to the Requestor from Fiscal (Refer to Appendix A).
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The body of the e-mail will display system generated entries resulting from changes made by
Fiscal as well as comments any made by Fiscal.

NOTE: If a reimbursement request contains a travel advance balance when you click the
Approve button, the system will generate the following warning message.

Microsoft Internet Explorer x| )
Click "OK" to
\ ? ) This Reimbursement Request contains a Travel Advance Amount. continue
....... (] —
— "Cancel” to return
OK | Cancel | to the prior screen

If the balance to code is not zero, the following message will be returned.

Microsoft Internet Explorer x| .

! ':, The balance to code must equal zero. Please correct before batching. | Click "OK" to
return to prior

screen
0K | —

The remaining options are Deny or Return for Changes. The following examples show what
these options look like.

i A el fund -‘.‘._M_._h‘._.).‘_

All fields marked with * must be completed. - -
~Process Reimbursement Request MNotice the
Route to is set

rmiun— "Rnuting and can't be

Route To: | Traveler. Adam A = |== | changed

% Send

 Approve

& Deny
| © Return for Changes

#
Receipts
* Receipts are required for this reimbursement request. Have original receipts been obtained?

 Yes
% No

Based on the Deny option, the screen above is completed and the mformatlon is also frozen.
Again, you can click “OK” or “Cancel”.

But with the Return for Changes option, a drop down list is available for you to select the
individual you want to route the reimbursement request to.
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Notice that on the N
All fields marked with * must be completed. Return for Ehanges
—Process Reimbursement Request option a drop down
. _ list is available for use
—Action Routing . .
- ( e Al | selecting who the ]
Send e o request will be :
c pprover, Bre f
Approve Fiscal Bret X returned to )

& Deny Gigstead, Tom P e ——

g RetL|r|'|f-JrI:hanges| m:g:gz:’ ierg

- Receipts Manager, Mike
Traveler, Jake 5 ke original receipts been obtained?

* Receipts are required for this reimh
€ Yes :
¥ No

' P T M M\‘h, k
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Batch Tab

Once approved in the Review tab, reimbursement requests are sent to the grid in the Batch tab.

S T ATE WA SHINGTON
Use the
"Select All"
checkbox to
select all the
requests for
batching
----- Or---— _ -
Use the (W select ANlY RR Id Description Status
individual T BT 2008 11 Adam D5(19/2008 Verify accesstotip on 5814.68  Approved for
checkboxes Traveler approved reimb request Payment By (Jane
to select Fiscal)
those items
for batching.
Either way
place a
check
in the
checkboxes.

Review Query Batch Report Returned
Home | PerDiemRates |  Travel Requlations |  Help | Logoff

All or selected reimbursement requests in the Batch tab may be batched. Select the desired
reimbursement requests, and then click the Batch button. The application will group like
reimbursement requests by “Batch Type”, “Biennium”, and “Fiscal Month”.

The following “Batch Release” screen will appear:

Click the 'Release’
button to release batch
to Accounting System.

Batch Release For Jane Fiscal
Batch Release

Enter Batch Per Diem Rates |  _Travel ulatons | Help | Logoff
Travel Requlations
Number here Once released a batch

can't be recalled.
Batch No |Batch Date & |Batch Type |Biennium |Fiscal Mo| Due Date | # of Requests | Batch Total
01/10/2008 T 2009 19 01/10/2008 1

_Cancel |

A Batch Number must be entered for each batch in order to release the batch. Clicking the
“Release” button will submit the batch to the accounting system. Once released, batches cannot
be recalled.

Note: If a Reimbursement Request within a batch does not “balance to code” at the time of
release you will receive the following message “Batch #123: One or more reimbursement
requests in the batch has a balance to code.” and the batch with will NOT be sent to the
accounting system. Please contact the TEMS Helpline at 360-664-7750 so that they can assist
you.
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Query Tab
The Query Tab is used to search for trips and reimbursement requests that have been processed

for payment. Trips and reimbursement requests can be displayed on this screen, but no changes
can be made to the data.

When a Fiscal user clicks on the Query Tab the following screen is displayed to enter the query
criteria.

OFFICE OF FINANCIAL MANAGEMENT

Batch Report Returned
| PerDiemBates | TravelRegulations | Help | Logoeff

Search Criteria

Reimbursement Request Data

Official Station: |

Taxable Meals? []

Batch Data

Baten Numberl:l@ Patch Tape: :ﬂ Fiscaltont: | @ piennivm: ||

Vendor/Document Numbers

Vendor Number/Suffix | | @]ocgment Mumber/Suffix |

Home | Contact | Privacy MNotice | OFM Systems Home
@ 2006 Washington State Office of Financial Management

Trips and reimbursement requests can be selected using one or more of the following criteria:

RR ID (Reimbursement Request ID)
Trip ID

Start Date

End Date

Requestor

Official Station
Description

Taxable Meals

9. Batch Number

10. Batch Type

11. Fiscal Month

12. Biennium

13. Vendor Number/Suffix
14. Document Number/Suffix

NG~ WNE

Note: Query results can be refined by using more than one selection criteria.
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Recommendations for using the above criteria or fields:

RR ID TBD
Trip ID TBD
Start and End Dates

e The query allows you to select a range of dates or a single date.

e Dates must be in the following format: mm/dd/yyyy, where mm=Month, dd=Day, and
yyyy=Year (2008).
Delimiters are not necessary (that is ’/”). Note — Two characters are required for the
Month (that is 01).

e The Start date must be chronologically before the End Date, or an error message will
appear.

e You must enter a valid date.
e |f adate is entered into only one of the date fields (start date or end date), the other date

field must also be completed or an error message will appear.
e Only dates of July 1, 2006 and after can be used.
Requestor TBD
Official Station

e Type in a portion or all of the location desired. All locations containing the information
entered will appear. (Example — typing Oly would result in Olympia appearing).

Description
e Type in a portion or all of the description desired. All descriptions containing the
information entered will appear. (Example — typing Oct would result in October
appearing.

Taxable Meals

e Check the taxable meals box to display trips and reimbursement requests that contain
taxable meals.

Note: Remember to uncheck taxable meals to include all trips and reimbursement requests in
the query.

Batch Number

e The batch number is a 3 digit numeric field.
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Batch Type

e The batch type is a 2 digit alphanumeric field with no special characters allowed (that is
|@#$%NE&™).

Fiscal Month

e Fiscal month is a 2 digit numeric field. Valid numbers are 01 — 25 or 99.
Biennium

e The biennium field must be 4 digits and odd numbered years (for example. 2007).
Vendor Number/Suffix

e The vendor number is a 10 digit alphanumeric field, suffix is two digits. No special
characters are allowed.

Document Number/Suffix
e The document number is an 8 digit alphanumeric field. Alpha characters will display

uppercase. Spaces, dashes, back slashes are allowed. Entry in this field must be identical
to the reimbursement request information to achieve successful results.
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Viewing Your Query Results:

Once the criteria have been selected, press the Search button. The results will be displayed on

the bottom of the Query Screen.

¥/ OFFICE OF

Search Criteria

Reimbursement Request Data

[ ]

RRID:

FINANCIAL

Per Diem Ratez |

moo: [ ]

saoge | |

Reqguestor: ‘

Travel Requlations

MANAGEMENT

Batch Report

| Help |

Returned

Logoff

enavge ||

| Official Station: |

Description: |

| Taxable Meals? []

Batch Data

Batch Numbehl:l

Vendor/Document Numbers

Once you have selected yourcriteria and
clicked on the "Search” button your query
n

results will appear at the bottom of the scree

Batch Type: l:l

Search Results
atch Nbr

Crigin.Name

Fiscal Month:

Description
Test of name change.

Biennium:

Docurnent Number/Suffix:

Click here to
adda
comment

Toopena
specific line, .
click on the
"Folder” icon
on the
desired line

Origin.Name

Test of Name change
for RRs

04/02/2009 01:35 FM

Requestor.Bret

test fortravel
advance 2

03/26/2003 04:51 FM

Traveler.Adam

Test for DEMO

04/02/2005 11:08 AM

You will need to use the scroll bar to far right and then click the folder £ in the Open column

of the desired row to view the trip or reimbursement request.
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Click the ot icon in the Comment column to open the “Add Reimbursement Comment”
window. Comments made in this widow display as reimbursements request comments.

‘2 Add Reimbursement Comment -- Web Page Dialog

All ields marked with * must be completed

Reimbursament Comments

* Comments:

| Save & Close || Cancel |

Click the Clear button M to clear the current query.
You can change the sort order by clicking on any column heading.
The default sort order is this screen is by Requestor in descending order.
Selective sorting:
e Clicking Last Activity as a primary sort will result in a chronological display, to the
minute, with the oldest trip or reimbursement request listed first. Secondary sorts are not

available.

The system will display a “No Data to Display” message in the Search Results Section if the
search doesn’t find a match.

Batch Report Tab

The Batch Report Tab provides the capability of generating a report of a batch released from
TEMS. The Batch Report, which contains both summary and detail information can be used to
reconcile the batch released from TEMS to the accounting system.

Fiscal users click on the Batch Report Tab to display the search criteria.
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You will be directed to the following screen. The desired Batch Date, Batch Number, and Batch
Type are entered into the Search Criteria.

Review i Returned

All fields marked with * must be completed.

Search Criteria

* Date | LgIEpNNE *| = Batch Number. * Batch Type: |:|

Home | Contact | Privacy Motice | OFM Systems Home
@ 200 VWashington State Off [ Financial Mana

(& OO W C 3

Click the Search button to initiate the search.

Click the Clear button to clear the current entries.

Note: All three fields (Date, Batch Number, and Batch Type) are required fields and must
contain valid entries to run the search. The Date field value can be entered via free-form input or

a calendar option.

The search results, if found will be displayed as a Batch Report shown below.

Print | Close

Office of Financial Management
Travel and Expense Management System

Batch Report
032472008
Batch Summary Information
Number Type Biennium Fiscal Month Transaction Count Total Amount Batch Date
om BT 2008 ng 1 3232 03i2472008
Traveler, Adam A 1314 March 2008
[Tc Jaccount]m]_p1_[sofssoforg[Proj[subPriamountfivoice 2|
lro] oor || hesaslee] | [ | [szaz]
Total Amount: $32.32 Taxable Amount: $0.00

The message below will display if the system did not find a match to the search criteria.

No information available for batch number 002 on 03242008
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Returned Tab

Fiscal can view reimbursement requests it returned via this tab. The “Returned Tab” allows
fiscal users to view reimbursement requests that the fiscal group have either “Denied” or
“Returned for Changes”. Clicking on the Returned Tab will display the screen below.

Contains reimbursement

requests with statuses of
S TATE o F W A S HINGTON "Denied"” andlor

"Returned for Changes.

Review Batch Query Batch Report
Home | PerDiemRates | Travel Regulations | Help | Logoif

Returned Reimburserment Reguests to view

V'|RR Id| Requestor | Date ¥ Description Status
?141 4 Adam Traveler 05/14/2008 E-mail Test $165.19 Denied By (Dan Preparen)

1262 Befty Manager 04/01/2008 checking the vendor num and vendor num sufiix $228.26  Denied By (Jane Fiscal)
infiscal

C licking the folder icon in the “View” column of the desired reimbursement request will display
the Reimbursement Request Report.

Office of Financial Management
Travel and Expense Management System

Reimbursement Request Report
For: Traveler, Adam A

06/16/2008
B Reimbursement Request Summary
RR Id Official Station Official Residence Description Routing Status Amour
1495 Turrwater Olyrmpia new rrto check history Returned for Changes

Trawel Summary
Reimbursement Totals

Document Header and Batch Information

Transaction Detail Information

History
Reimbursement Request Flags

Reimbursement Request Comments
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Administrator Suite

The Administrator Suite allows Agency Administrators to manager the TEMS application within
their respective agencies. Some of the functionality available through the Administrator Suite
include: routing reimbursement requests, setting-up new users, inactivating existing users, and
managing groups to name a few. Only users who have an Administrator role can access the
Administrator Suite.

W A S HI NGTON

Reimbursements Profile

Per Diem Retes |  Travel Regulstions | Help | Logoff

Welcome to the Travel and Expense Management System!

SystemNews ________________Tasks

The Mileage Reimbursement Rate will he updated daily to reflect the » Change Your Profile
increase in oil prices. Reference Travel policy

Create New Trip
Agency News Create New Tri

Create Reimbursement Request

All travel reimbursement requests received in the fiscal office by the

14th of the month will be pracessed for payment by the 30th.

Reference Accounting Policy Queg[
The "Administrator Suite"

link is only available to View Returned Reimbursement
individuals who have the
role of Administrator Requests

Administrator Suite
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Clicking the “Administrator Suite link will display the “Administrative Tasks” menu.

¥ OFFICE OF FINANCIAL MANAGEMENT

Home | Per Diem RBates | Travel Regulstions | Help | Logoff

Administrative Tasks

Agency Administration

* Route Reimbursement Requests

Manage Users

Add Users

Manage Groups

Add Groups

TVS Historical Report

The Administrative Tasks menu contains the following links:

1. Route Reimbursement Requests — Allows rerouting of reimbursement requests from
one Approver to another Approver.

2. Manage Users — Provides search and edit functionality of existing user records. User
passwords may also be reset through this link.

3. Add Users — New users are added through this link.

4. Manage Groups — Displays a list of existing groups for other processing options, such as
adding or removing users from a group.

5. Add Groups — New groups are added through this link. TEMS allows the creation of
two types of groups: Preparer Groups and Fiscal Groups.

6. TVS Historical Report — Travel Voucher System Voucher Reports of any status may be

accessed through this link. This feature is only available to Administrators and Fiscal
Staff.
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Routing a Reimbursement Request

| PerDiemRates | Travel Regulations

Manage Users

=  Add Users

= Manage Goups

= Add Groups

There may be situations when an Agency Administrator has to route a reimbursement request
from one Approver to another, in which case the route function can be used.

From the Administrative Tasks menu, click the “Route Reimbursement Requests” link.

The “Reimbursement Request Administrative Routing Process” screen will appear.

Ad rator admir

Reimbursement Request Administrative Routing Process The drop-down
contains a list of
agency Requestors.
Select the
Requestor who
owns the
reimbursement
request.

Per Diem Rates | TravelRequistions | Help |

Select a Requestor

Requestor: [ Traveler, Adam A v

[ Find Requests | [ Cancel

l

Click to initiate the
search.

To initiate the route, select the owner (Requestor) of the reimbursement request from the
“Requestor” drop-down list and click the “Find Requests” button.
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If the Requestor has any active reimbursement requests available the following screen will
appear, then find the specific reimbursement request to route and click the “Route” button on the
appropriate row.

Administrator
Route Reimbursement Requests

Per Diem Rates | Travel Regulations | Help

Select the
desired
"Route Button.

Reimbursement Requests for Adam Z Traveler

2754 04/08/2009 Test of Zero Mileage 50.00  Approved by (Betty Manager) to (Fiscal Group 1) )
2782 04/08/2009 Test of lower case vendor 19025 $0.00  aApproved by (Betty Manager) to (Fiscal Group 1)
2732 03/24/2009 Test of Returned for Changes from Approver $405.35  approved by (Mike Manager) to (Betty Manager)

If no active reimbursement requests are found, the message below is displayed:

Administrator administrator.joe
Reimbursement Request Administrative Routing Process

Per Diem Rates | Travel Regulstions

Reimbursement Requests for Jack Traveler

Search results.

Ma Data Found.

Cancel
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If active reimbursement requests are found, the following screen will display after clicking the
“Route” button.

Administrator administrataor.joe
Reimbursement Request Administrative Routing Process

Per Diem Rates | Travel Regulstions Help |

Select who
to route to.

Route the i imbursement Request for Adam A Traveler

Reimbursement RequestiD: 1145
Information from Date: |05/14/2008

reimbursement Description” |Receipts
request.

Total {43305 |
Status’ | Denied By (Betty Manager)

Route To:
Routing Comments:

Comments
are
required. [ send ” Cancel ]

Select the approver to route the reimbursement request to using the “Route To” drop-down list.
Type in the appropriate comments (comments are required for this process) and click the “Send”
button.

Administrator
Route Reimbursement Requests

Per Diem Ratez | Travel Regulations | Help

Status
updated.

Reimbursement Requests for Adam Z Traveler

[RRId| Datev | Description |

Status

2754 04/14/2009  Testof Zero Mileage $0.00 Rerauted by (Angela Knight) to (Betty Manager)
g M@W.W% PSP SO "“-q.x . r’ e '\ P
2782 04/08/2009 Test of lower case vendor 19025 $0.00  Approved by (Betty Manager) to (Fiscal Group 1)
2732 03/24/2009 Test of Returned for Changes from Approver 5405.35  Approved by (Mike Manager) to (Betty Manager)

Back to Administrative Tasks

The system will update the status of the reimbursement request on the grid.
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Manage Users

OFFICE OF FINANCIAL MANAGEMENT
Home | PerDiem Rates | Travel Regulstions |  Help | Logoff

Administrative Tasks

Agency Administration

* Route Reimbursement Requests

anage Users

Add Users

Manage Groups
Add Groups

TVS Historical Report

Managing Existing Users

The “Manage Users” link is used for administration of existing users. Clicking the “Manage
Users” link will display the “Manage Users” screen. From this screen, Administrators can search
for users based on select predetermined criteria. The search results are displayed in a grid format
beneath the search criteria.

The grid contents may be sorted by any underscored column heading. User records may be
opened or passwords reset from the grid.

Users may search by:

User Id - (lastname.firsthame.middleinitial)

Last Name

First Name

Status (Required field) - Active, Inactive, or both

Role(s) — Requestor, Preparer, Approver, Fiscal, and Administrator

agkrowpnE

To initiate a search, the user selects and/or keys-in the desired search criteria and clicks the
[ search

J button. The results of the search request will be displayed in the Search Results
grid. From the grid, users may sort the results by clicking on any underscored column heading.

Note: Search results can be refined by using more than one search criteria.
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Clear

Clicking the [ ] button clears the search criteria information.

Clicking the % icon will open the existing user record for modification. Clicking the @ icon
allows the Administrator to reset the user’s password directly form the grid (Refer to the
“Resetting a Password” on the next page for more details).

Administrator Joe Administrator
Manage Users

Search criteria
All fields marked with * rust be completed.

Find Llsers Search Criteria

User tasthame | | etame |
*Status: O Inactive O Active ® Both
Rolets):: [IRequestor  [JPreparer Capprover CFigeal [ Administrator

Per Diem Rates | Travel Requlstions | Help |

[ Search ] [ Clear ]

Opens record

Search Results

m LaSt Nan]e *
A A

traveler.adam Traveler Adarm

Resets password

Back to Administrative Tasks

Clicking the Add User button opens a blank record to enter a new user. Refer to Add New
Users section for more information on this functionality.

Resetting a Password

A user’s password can be reset two ways:
1. Through the grid as a result of a “Find Users Search”.
2. Through the “Add/Edit User” screen.

In either case, the system auto-generates a random temporary password and e-mails it to the user
at the address contained in the user’s profile.
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Resetting a Password through the “Search Results” grid

After the return of search results, click the (I} icon in the “Reset Password” column of
the desired row.

The system will prompt you with the message below. Click “OK” to continue or
“Cancel” to stop the process.

Microsoft Internet Explorer @

\?/ Are you sure you want to reset this user's password?

OK [ Cancel

After clicking “OK”, the system will confirm the password has been reset by displaying
the following message:

Microsoft Internet Explorer [z|

L] E This user's password has been reset
[ ]

Click “OK to close the window.
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Administratar Joe Administrator

Add/Edit User

Per Diemn Rates | Travel Requlstions |  Help |

Al fields marked with * must be completed.

Artive

Update
Active status

Yes (& —
Mo O ?-____

Edit Profile

TUserlD: ltrayeler. adam |

/ FirstMName: |agam |

Middle Initial:
TLastMame: | Trgueler |
_ * E-Mail:

- |vickijamesi@ofr.wa.gov

*Phone Area Gode: |35

*Phane Prefix

*Phone Sufii. |7758

Update profile
data

Phone Extension: 101607

* Official Residence: |Qlympia |

* Official Station: |Tumwater |

*Work Schedule: |pF
Ba-5p

et | e[|

Roles

<>

Requester

Click to reset

pasword upon save Preparer

Appraver
Update roles

Fiscal

OoOo0Ono

Agency Adrmin

Resetpassword [
upan save

’_ Routing & Delegation J [ Save & Close ] [ Cancel J

L W T R W WL WY T, e S Y

Resetting a Password through the User Record

A temporary password is emailed to the Requestor upon completing the
Reset password
Hpon save checkbox and performing a save action.
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Click the |_Routing & Delegation | p 01 10 make modifications to the routing and
delegation selections.

Administrator Mike Manager

Add/Edit User Routing & Delegation

Per Diem Rates | Travel Regulstions | Hele |

Routing and Delegation for: traveler.adam

Changes to Routing _

Routing, / Reguestor Route To: |Manager, Betty v|
Delegation,

and Groups Delegation

selections Frepare Only. | Praparer, Dan L ~
made here Prepare & Submit: Preparer, Sue w
roups
Fiscal Group 1
Fiscal Group 2
[ Save & Close J [ Cancel J

R
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Add New Users

“d” OFFICE OF FINANCIAL MANAGEMENT

Home |  PerDiemn Rates | Travel Requistions | Help | Loooff

Administrative Tasks

Agency Administration

* Route Reimbursement Requests

" Manage Users

== T
. Add Users /

" Manage Groups

= Add Groups

= TVS Historical Report
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Adding New Users

The “Add Users” link is used for adding new users to the system. Clicking the “Add Users” link
will display the “Add/Edit User” screen.

Administrator Mike Manager

Add/Edit User

Per Diemn Rates | Travel Regulstions | Hele |

All fields marked with * must be completed. Defaults
Active fo Yes 3
fes &
Mo O
Edit Praofile

*User|D:
*First Mame:
Middle [nitial:

Required fields
are labled with
an asterisk

* Last Mame:
*E-Mail:

*Phone Area Code:
*Phone Prefix:
*Phone Suffix

Fhone Extension:

* Official Residence:
* Official Station:
*Work Schedule:

Yendaor Number:

L (L HT

Foles
Reguester

Make role
selections here

Preparer

Anprover

Figcal

Click next to
complete

OoOood

Agency Admin

remainder of
record

[ Mext ] [ Cancel

The Add/Edit User screen is composed of the following sections:

Active — Refers to the user’s account status. The options are “Yes” (Active) or “No” (Inactive).
“Yes” is default value.

Edit Profile — User specific information is entered here. Fields labeled with an asterisk are
required fields and must be completed before the record can be saved

User ID — The standard configuration is Lastname.Firstname.M|
a) Last name (30 characters & alpha/numeric)
b) First name (30 characters & alpha/numeric)
C) MI-Middle Initial (1 alpha character)
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Roles — Selections are made to specify the roles the user will have in the system. All users have a
default role of Requestor.

Once the above sections are completed, click [ FE l to display the Add/Edit
User Routing & Delegation screen to complete the add user process.

This screen is used to make default routing and delegation selections.

Administrator Mike Manager

Add/Edit User Routing & Delegation

Per Diem Rates | Travel Requlstions | Help |

Routing and Delegation for:

Routing
Reguestar Route To: | aynrover, Sam v

Make Make selections

Routlng_, Delegation from drop-down
Delegation, . - i

and Prepare in.y. Manager, Mike v lists

Groups Prepare & Submit Manager, Mike v

selections

Groups

Finish ] [ Save & Close ] [ Cancel

AA LA AL A g e g

Routing — Default routing destinations for Requestor and Approver (if necessary) roles are
selected. Selections made here will carryover to the new user’s profile.

Delegation — Selections are made for “Prepare Only”, “Prepare and Submit”, and “Review and
Approve”. Prepare Only or Prepare and Submit delegations authorize the new user to prepare
trips and reimbursement requests on the behalf of another user. If the new user is also an
Approver, “Review and Approve” delegation allows another Approver to review and approve
reimbursement requests on the behalf of the primary Approver.

Groups — Specifies what group types (if any) the user will belong to. TEMS has two group
types: Preparer Groups and Fiscal Groups.

Once the desired information is entered/selected, the user has three processing options:

Clicking the [ Finish J button saves the current record and opens a new blank
record.

- [ Save & Close ]
Clicking the button saves the current record and then returns to the

pI’EViOUS screen.
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Clicking the | Cancel
the previous screen.

] button does not save the current record and then returns to

Manage Groups

OFFICE OF FINANCIAL MANAGEMENT

Home | PerDiem Rates | Travel Regulstions

Administrative Tasks

Agency Administration

* Route Reimbursement Requests

= Manage Users

= Add Users
anage Groups

" Add Groups

= TVS Historical Report

Managing Existing Groups

“The Manage Groups” link is used for administration of existing groups. Clicking the Manage
Groups link will display the screen below. The Manage Groups screen displays a listing of all
groups (active and inactive) within an agency. TEMS uses two types of groups: fiscal and
preparer groups. Groups listed on the Manage Groups screen may be sorted by clicking on any of
the underlined column headings. Once groups are saved they cannot be deleted, however they
can be inactivated.

Administrator Joe Administrator
Manage Groups

Pet Diem Rates | Travel Regqulstions | Help |

Click to modify
group

Fiscal Group 1 A Fizcal
Fizcal Group 2 A Fiscal

Add Group
group

Back to Administrative Tasks
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Editing a group

Clicking the Edit icon opens the View/Edit Group screen. From this screen, groups may be
edited. The following information may be edited within a group:
« Active” status
“Group Name”
«  “Group Members” (adding or removing users)

Administrator Joe Administrator

View /Edit Group

Per Diem Rates | Travel Regulations | Help |

All fields marked with * musthe completed.

* Active

Yes &

Mo () Modify group
name

General

Agency. 1050

" Graup Mame: |Fiscal Group 1

* Group Type
Fiscal

Preparer

[ Save & Continue ][ Save & Close H Cancel ]

Group Members
P Remove

users
| userm ________Remove)

fiscaljane >
x

Admin.Laura |

Add new Add Users

ool e AR A ) ‘\-t-\ ,;M‘ LT LN e NN

Inactivating a group

A group may be inactivated by changing the “Yes” (default) to “No” in the Active
Section

* Artive
fes (@ Group is active

Mo (O
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To begin the inactivation process, click “No’ in the Active section, then Save & Continue
or Save & Close. The system will display the below warning message.

Microsoft Internet Explorer

\ ? J  Inactivating a group will cause its users to be removed from the group. Are you sure you want to inactivate this group?

| ok || cance |

Click the “OK” button to confirm the group inactivation or “Cancel” to stop. As the
warning indicates, inactivating a group will remove its users from the group.

Tes O Group is inactive
Mo &

Changing the group name

* Active

The Group Name is a free form input field. To change the Group Name, simply type in
the new information into the field.

General

Agency: |

* Group Name: | Fiscal Group 105

General

Agency: |

" Group Name: | Fiscal Group 1050

Adding users to a group

Group Members

. useriD _________[Remove

fiscal jane x

Add Users
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Clicking the “Add Users” button will display the “Add Members to Group” screen which
shows a list of potential group members that can be added to the group.

Per Diem Rates | Travel Regulstions | Help |

Adding Members to: Fiscal Group 1050

Fotential Group Members

Crcine moecn | wn.

manager mike

desired |
checkbox(es) % preparer.dan

and then
click the Add
Users button

Cancel

Click the checkbox(es) for the desired users to add, then click the Add Users button.

Administrator Joe Administrator

View /Edit Group

Per Diem Rates | Travel Regulstions | Help |

Allfields marked with * must be completed.

* Artive
es @
Mo O

General

Agency. 050
" Group Mame: |Fiscal Group 1050

* Group Type
Fiscal

Preparer

[ Save & Continue J[ Save & Close J[ Cancel ]

Selected Group Memhbers
individual

added to | user ________Removel

group preparer.dan b4
fiscal jane x

The selected individual(s) will be added to the group.
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Removing users from a group

Administrator Joe Administrator

View /Edit Group

Per Diem Rates | Travel Regqulstions | Hele |

All fields marked with * must be completed.

* Active
Yes @
Mo O

General

Agency 050
" Group Mame: | Fiscal Group 105

* Group Type
Fiscal

Freparer

Click the Remove
icon for desired
person

[ Save & Continue ][ Save & Close ][ Cancel ]

Group Members

[ userd ______ Removelog

manager.mike

fiscal jane x

Click the “Remove” icon for the desired person to remove. The system will prompt you
with the below warning message. Click “OK” to continue with the deletion or “Cancel”
stop the deletion.

Microsoft Internet Explorer

\?) Are you sure you want to remove this user?

OK Cancel
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Once the “OK” button is clicked on the warning message, the system will display an updated
view of the View/Edit Group screen with the selected members removed. Group members
removed from the group will be returned to the “Potential Group Members” list.

Administrator Joe Administrator

View/Edit Group

Per Diem Rates | Travel Regulstions | Help |

All fields marked with * must he completed.

* Active
Yes @
Mo O

General

Agency 050
*Group Mame: | Fiscal Group 105

* Group Type
Fiscal (e
Group Preparer
Members
section
updated [ Save & Continue ” Save & Close J[ Cancel J

T Group Memhers

User ID Remove
fiscal jane X
Add Users

Add Groups

OFFICE OF FINANCIAL MANAGEMENT

Home | PerDiemPRstes | Travel Regulstions | Hels |

Administrative Tasks

Agency Administration

* Route Reimbursement Regquests

= Manage Users

= Add Users

* Manage Groups
dd Groups

= TVS Historical Report
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Adding New Groups

Clicking the “Add Groups” link displays the screen below and is used to add new groups.

Administrator Joe Administrator
View /Edit Group
Per Dietn Rates | Travel Regulstions | Hele |
All fields marked with * must he completed.
e ( A
Active 1. Displays group
o e @ status (defaults to
Mo O Active)
General 2. Agency - defaults to
e Agency. home agency (cannot
* Group Name: be changed)
Group Name - type
* Group Type in group name
o Fiscal (3
Praparet () 3. Select the desired
group type
Save & Continue ][ Save & Close ][ Cancel ] 4. Displays_ g_]r_oup
members (initially blank
Group Members when setting-up a new
group)
o Mo Usgers in Group. \ J

RS L WS NP SN NPPU SRGPC Y N S SR

The View/Edit Group screen has four sections: Active, General, Group Type, and Group
Members.

. Active section displays the group status. When setting-up a new group, this section

defaults to “Yes”.
«  General section is comprised of the Agency and Group Name fields.
Agency - defaults to the home agency and cannot be changed.
Group Name — free form input field. Type-in desired group name.

. Group Type section allows the selection of the desired group type.

. Group Members section displays the users who are members of the group. This section

is initially blank when setting-up a new group until members are added.

After completing the General and Group Type sections, the system provides three processing

options to the user: “Save & Continue”, “Save & Close”, and “Cancel”.
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L Save & Continue J

Selecting saves the information in the Active, General, and Group Type
sections and generates the “Add Users” button.
i “""“'»/M-_n"‘u T e -.4;1:-3"-,_‘ ./;" T _-"'“_"-,.*"""'u"l;- W - w -.,_._r_-f'n"_""'"‘ AT -»-/'-v—/ ﬁf‘"'.. _H--,-"', R
I_,-"' Fiscal bl
_J/ Preparer
%
5,

I\ [ Save & Continue ” Save & Close J[ Cancel ] (
H.;*"" Displays after .
Graup Members clicking Save & '
t Continue

Mo Users in Group,

Clicking the “Add Users” button will generate a list of potential group members that can be
selected to add to the group.

Administrator Joe Administrator
Add Members to Group

Per Diem Rates | Travel Regulatione |  Help |

Adding Members to: Fiscal Group 1050

Fatential Group Memhers

Click the H Select All

desired fiscal jane
checkbox(es) ' rmanager.mike
and then
click the Add
Users button

preparer.dan

[ Add Usersiio Cancel
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The selected individual(s) will be added to the group.

- e . ~ R S T L s -
e e TEHE == rom e mnrnem e - " s “ .-"( e T MNP

Agency: iDSD

" Group Mame: | Fiscal Group 1050

* Group Type
Fiscal

Preparer

[ Save & Continue J[ Save & Close J[ Cancel J

Selected

individual Broup Members

added to

group  herps  emowe
fiscal jane x

Add Users

Back to Administrative Tasks

Save & Close ]

Selecting [ saves the information in the Active, General, and Group Type
sections and displays the Manage Groups screen.

Adrministrator Joe Administrator
Manage Groups

Per Diem Rates | Travel Regulstions | Help |

New group

added to group

dit
list Fiscal Group 1 Fizcal %
Fiscal

IFiscal Group 105

Fiscal Group 2 Fiscal

A
A
A
A

Freparer Group 105 Freparer

Add Group

Back to Administrative Tasks

) Cancel . .
Selecting does not save any information and returns to the Manage Groups screen
described above.

Note: Preparer groups only have “prepare only” authorization.

114 of 128



TEMS Reference Guide

TVS Historical Report

OFFICE OF FINANCIAL MANAGEMENT

Home |  PerDiemn Rates | Travel Requistions | Help | Loooff

Administrative Tasks

Agency Administration

* Route Reimbursement Requests

Manage Users
Add Users
Manage Groups
Add Groups

S Historical Report

The TVS Historical Report link is used to access TVS Voucher Reports. This feature is only
available to users who have the roles of Administrators or Fiscal. VVoucher reports of any status
from: “Unsubmitted” to “Processed for Payment” is available.

Conducting a Search

Clicking the TVS Historical Report link will the display the TVS Query screen below.

Administrator Joe Administrator

TVS Query

Per Diem Rates | Travel Regulstions

Search Criteria

Usertoucher Data

stoater [ Erapate ||
Reguestor: | Dificial Station: |

Descrmtlon:| | Taxahle Meals? []
Batch Data

Batch Murnber: I:l Batch Type: I:l Figcal Month: I:l Bianniurm: I:l

WendornDocument Mumbers

Wendor MumberSuffix: | | I:I Document MumberSufii | || |
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The use and performance of this feature is still being finalized at this time. Once completed, this
section will contain the appropriate details.
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Glossary

1.

Agency Administrator: A user that has been granted administrative permission levels
for the agency.

Approver: Someone who is granted authority to approve pre-approval or reimbursement
requests for travel and expenses.

Batch Report: A report that contains batch summary information and the accounting
details of travel vouchers sent to AFRS.

Breakfast Rate Amount: The breakfast portion is 25% of the set daily meals
entitlement rounded to the nearest dollar.

Dinner Rate Amount: The dinner portion is 45% of the set daily meals entitlement
rounded to the nearest dollar.

Fiscal User: A user authorized to review, approve, code and submit a pre-payment or
reimbursement request for final processing.

Foreign Travel: Travel in all areas of the world outside of the United States of America
and its possessions. (SAAM Glossary)

In-State Travel: Travel within the state of Washington. However, with respect to the
requirement for prior authorization of out-of-state travel in Subsection 10.10.50, travel to
counties and/or cities in the states of Idaho and Oregon that are contiguous to the border
between Washington-Idaho or Washington-Oregon shall not be considered out-of-state.
(SAAM Glossary)

Lodging Rate Amount: Reimbursable lodging expenses include the basic commercial
lodging cost and any applicable sales taxes and/or hotel/motel taxes on that amount.

Lunch Rate Amount: The lunch portion is 30% of the set daily meals entitlement
rounded to the nearest dollar.

Miscellaneous Expenses: Miscellaneous travel expenses essential to the transaction of
official state business are reimbursable to the traveler. Reimbursable expenses include,
but are not limited to:

«  Taxi, shuttle, or limousine fares (including a customary tip or gratuity), motor
vehicle rentals, parking fees, and ferry and bridge tolls.

« Registration fees required in connection with attendance at approved
conventions, conferences, and official meetings.

« Rental of room in a hotel or other place which is used to transact official state
business. The room rental is reimbursable as a separate item from lodging
when authorized by the agency head or authorized designee.

« Charges for necessary facsimile (fax) services.

« Charges for necessary stenographic or typing services in connection with the
preparation of reports and/or correspondence, when authorized by the agency
head or authorized designee.

« The actual cost of laundry and/or dry cleaning expenses, as evidenced by a
receipt, is authorized for travelers in continuous travel status for five (5) or
more days in the continental U.S.A. An allowance is already included in the
meals and incidental rates for travel outside CONUS (refer to SAAM,
Subsection 10.20.10). Use of a coin-operated Laundromat is allowable.
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10.

11.

12.

13.

14.

15.
16.
17.

18.

19.

20.

If a receipt for a coin-operated Laundromat is not available, the traveler may
claim actual expenses up to $50 on the "Detail of Other Expenses" portion of
the Travel Expense Voucher (form A20-A) (refer to SAAM, Subsection
10.80.40).

« Mandatory fees charged by lodging facilities for items such as room safes.
(SAAM)

Official Residence: The city, town, or other location where a state official or employee
maintains a residence that is used as their primary domicile. Determinations by the
agency head or authorized designee regarding a state official or employee’s official
residence are to be based on items such as voter registration, ownership, or long-term
rental of a personal residence, and the permanent address carried in the state official or
employee’s personnel or other file. (SAAM Glossary)

Official Station: The city, town, or other location where the state official or employee's
office is located, or the city, town, or location where the state official or employee's work
is performed on a permanent basis. For the purposes of these travel regulations, Olympia,
Tumwater and Lacey are considered to be the same official station. A state official or
employee’s official station is to be designated by the agency. It is to be determined by the
needs of the agency and not assigned because it is the home or preferred living area of a
state official or employee. (SAAM Glossary)

Out-Of-State Travel: Travel anywhere outside the boundaries of the state of
Washington is to be coded as out-of-state travel. However, with respect to the
requirement for prior authorization of out-of-state travel in Subsection 10.10.50, travel to
counties and/or cities in the states of ldaho and Oregon that are contiguous to the border
between Washington-Idaho or Washington-Oregon shall not be considered out-of-state.
(SAAM Glossary)

Per Diem Expenses: Daily travel costs covering both lodging expenses and subsistence
expenses while in travel status. (SAAM Glossary)

Preparer: A user that requests pre-approval or reimbursement for travel and expenses
on behalf of someone else.

Reimbursement Request: A request for payment of actual business expenses incurred.
Requestor: A user that requests pre-approval or reimbursement for travel and expenses.

Privately Owned Vehicle (POV): A vehicle privately owned, leased, or borrowed by a
state driver for which the driver receives or is entitled to receive monetary reimbursement
or per diem when the vehicle is used to conduct official state business. The state driver is
responsible to maintain vehicle insurance on the POV in compliance with Washington
mandatory liability insurance requirements as defined in RCW 46.29 and RCW 46.30.
Refer to Subsection 12.40.20 (SAAM Glossary)

System Administrator: A user that has been granted all system administrative
permission levels for TEMS.

Travel Status: The official status of a traveler when the traveler is away from both the
official residence and the official station, exclusive of commuting between the traveler’s
official station and official residence, on state-related business. (SAAM Glossary)

Trip: The time from which a person enters travel status to the time the person leaves
travel status.
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Appendix A

E-mail Notification
The following e-mail notifications will be sent when a reimbursement request is processed.

Action Receives Direct Receives CC
E-Mail of E-Mail
Preparer with “Prepare Only” Requestor None

authority completes
reimbursement request for
Requestor and submits to
Requestor.

Preparer completes Approver Requestor
reimbursement request with
“Prepare and Submit” authority for
Requestor and submits to
Approver

Requestor completes Approver None
reimbursement request and
submits to Approver

Approver (1) approves Requestor
reimbursement request prepared
by Requestor and sends to Fiscal

Approver (1) approves Requestor
reimbursement request prepared
by submitter with “Prepare Only”
authority and sends to Fiscal

Approver (1) approves Preparer

reimbursement request prepared Requestor
by submitter with “Prepare and
Submit” authority and sends to

Fiscal

Approver (1) denies Requestor None
reimbursement request prepared

by Requestor

Approver (1) denies Requestor None

reimbursement request prepared
by submitter with “Prepare Only”
authority

Approver (1) denies Requestor Preparer
reimbursement request prepared
by submitter with “Prepare and
Submit” authority

Approver (1) returns a Requestor None
reimbursement request for changes
prepared by Requestor

Approver (1) returns a Requestor Preparer
reimbursement request for changes
prepared by submitter with
“Prepare and Submit” authority
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Approver (2) approves Requestor
reimbursement request prepared
by Requestor and sends to Fiscal

Approver (2) approves Requestor
reimbursement request prepared
by submitter with “Prepare Only
authority and sends to Fiscal

99

Approver (2) approves Preparer

reimbursement request prepared Requestor
by submitter with “Prepare and
Submit” authority and sends to

Fiscal

Approver (2) denies Requestor None
reimbursement request prepared

by Requestor

Approver (2) denies Requestor None

reimbursement request prepared
by submitter with “Prepare Only
authority

9

Approver (2) denies Requestor Preparer
reimbursement request prepared
by submitter with “Prepare and
Submit” authority

Approver (2) returns a Requestor None
reimbursement request for changes
prepared by Requestor

Approver (2) returns a Requestor None
reimbursement request for changes
prepared by submitter with
“Prepare Only” authority

Approver (2) returns a Requestor Preparer
reimbursement request for changes
prepared by submitter with
“Prepare and Submit” authority

Approver (2) returns a Approver (1) Requestor
reimbursement request for changes
to Approver (1)

Fiscal approves a reimbursement Requestor None
request prepared by Requestor and
received from Approver (1 or 2)

Fiscal approves a reimbursement Requestor None
request prepared by submitter with
“Prepare Only” authority and
received from Approver (1 or 2)

Fiscal approves a reimbursement Requestor Preparer
request prepared by submitter with
“Prepare and Submit” authority
and received from Approver (1 or
2)
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Fiscal denies a reimbursement Requestor None
request prepared by Requestor and
received from Approver (1 or 2)

Fiscal denies a reimbursement Requestor None
request prepared by submitter with
“Prepare Only” authority and
received from Approver (1 or 2)

Fiscal denies a reimbursement Requestor Preparer
request prepared by submitter with
“Prepare and Submit” authority
and received from Approver (1 or
2)

Fiscal returns a reimbursement Requestor None
request for changes prepared by
Requestor and received from
Approver (1 or 2)

Fiscal returns a reimbursement Requestor None
request for changes prepared by
submitter with “Prepare Only”
authorization and received from
Approver (1 or 2)

Fiscal returns a reimbursement Requestor Preparer
request for changes prepared by
submitter with “Prepare and
Submit” authorization and
received from Approver (1 or 2)

Fiscal processes reimbursement Requestor None
request for payment that was
prepared by Requestor

Fiscal processes reimbursement Requestor None
request for payment that was
prepared by submitter with

“Prepare Only” authorization

Fiscal processes reimbursement Requestor Preparer
request for payment that was
prepared by submitter with
“Prepare and Submit”
authorization
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Appendix B
System Help

I N G T O N

Reimbursements
Per Diem Rates | Travel Regulations |

Welcome to the Travel and Expense Management System!

System News _______ [Tasks |

The Mileage Reimbursement Rate will be updated daily to reflect the
increase in oil prices. Reference Travel paolicy

®* Change Your Profile

= Switch Approver

" Create New Trip

® Create Reimbursement Request

Clicking the Help link will display the Contact List which also serves as the Help Home page.

FINANCIAL MANAGEMENT

Travel and Expense Management System

Agency Registration and
* Product Information ]
i E-Mail: Travel System Product :
, Manager i
' Phone: (360) 664-7750

Help Line hours of operation:

Agency Technical Support & Help Desk(s)

i Manday - Friday, 8:00 am -

Veterans Affairs, Department of

o Contact T o Division T ;" “Phone Number

Travel Desk

Hame | Privacy Motice | OFM Systems Home

Copyrigh 00 ice of Financial Management

TEMS provides a two-tier help system. The contact list provides both agency level contacts as
well as system assistance through OFM. Agency specific questions, i.e. agency policies are best
directed to the agency contact.
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The Help menu bar is also displays other options.

The Passwords Link provides information regarding the process of changing passwords as well
as guidelines for password structure.

OFFICE OF FINANCIAL MANAGEMENT
Help Home [EEEENGIGEN Per Dierm Rat >OMmmen 5 | Refere ide | Travel Regulations

Passwords

How to Login to TEMS Using Hardened Passwords

PASSWORDS
TEMS will check the content of passwords against Washington State’s Information Services Board rules.,

The State Information Services Board has issued regulations and guidelines that require passwords to contain certain
characters. TEMS checks your password against these guidelines.

Passwords must:

Pe ar least gight ch;

The Per Diem Rates Link provides access to three sub-links:
Washington State Per Diem Map
Washington State City / County Locator

OFM Travel Rates - Out-of-state per diem rates may be obtained from this link via the
WWWw.gsa.gov website.

OFFICE OF FINANCIAL MANAGEMENT

Help Home s IEENEGIZEICER Comment: gestions | Reference G Travel Regulations

Per Diem Rates

Travel rates set by the Office of Financial Management (OFM) establish reimbursement rates for state business travel

within Washington State, the continental Usa, the non-continental USA and foreign locations, OFM travel rates are
derived fram federal government rates,

Rate information can be obtained from the following state or federal weh sites:

= Washington State Per Diem Rate Map
Links to a rate map provided through the "Inside Washington" web site,

= Washington State CityfCounty L ocator
Links to the National Association of Counties (MACoD) search engine. Identifies the county a city is located in.
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The Comments & Suggestions Link provides a way for users to submit suggestions and

comments concerning the system. These suggestions and comments are submitted directly to the
TEMS Product Consultants for review.

Y OFFICE OF FINANCIAL MANAGEMENT
Help Home | PerDiem Rates EehlginlNERSGEEE (DGEN Feference Guide | Travel Regulations

Comments & Suggestions

Flzase tell us what you think about our wehsite, We welcome any suggestions you may have for future releases of the
Travel and Expense Management System (TEMS), Please provide us with your contact information so we will be able to
reach you if we have any guestions.

Comments

Contact Information

Name

Title

Agency

Telephone

FaX

Email

|
|
|
Address |
|
|
|

[ Send Message H Clear Form J

al Management
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The Reference Guide Link opens the TEMS Reference Guide in PDF Format. The guide may
be viewed online or printed.

" Reference Gulde;
{

FOI‘{
< )
Travel and Expense;

\

Management System (TEM J

Fv e J“'“ — "“ #'\'* “' J B e N r—“"“‘k-\

e

The Travel Regulations Link provides direct access to state-wide travel regulations in the State
Administrative and Accounting Manual.

Feturn to Table of Condents

Click here to print the entive Chapter 10 (FDF Version)

Chapter 10 - Travel

10.10 Travel Management Requirements and Restrictions
et 1, 2001

10.10.05 Who must comply with these policies?
Tan. 1, 2004

Agency responsibilities

10.10.10
leig10m pamnn, Feosibliipnel tavelefian NS o BN P st e U
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Appendix C

TEMS Reports

The Travel and Expense Management System (TEMS) offers several reports available through
the Enterprise Reporting (ER) application under the TEMS Reports Folder in ER reporting

portal.

Please contact WaTech Support Center at (360) 586-1000 for more information about these
reports or on how to obtain access to ER.

Report Inventory (these are available through ER)

Report | Report Name Report Description
No.
TEMOO01 | Reimbursement Request Details | Displays the workflow of a reimbursement request
Approval Process Performance | from creation to payment.
Report
TEMO002 | Travel Advance Report Displays a comparison of travel advance(s) issued to
travel expenses claimed.
TEMOO03 | Meal Report for Non-Overnight | Displays meal information associated with non-
Trips overnight trips.
TEMOO04 | Privately Owned Vehicle Displays privately owned vehicle mileage information
Mileage Report associated with trips.
TEMOO5 | Out of State Travel Report Displays information regarding trips with destinations
outside of Washington State.
TEMO0O06 | Out of Country Travel Report Displays information regarding trips with destinations
outside of the United States.
TEMOO07 | Returned Reimbursement Displays information regarding reimbursement
Request Report requests that have been “returned for changes” or
“denied”.
TEMOO08 | Destination Report Displays trip information for a requested
destination(s).
TEMOO09 | Trip ID Report Displays trip information by requestors with start date
and end date.
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Appendix D

Abbreviations

AFRS
Agency Financial Reporting System
Al
Appropriation Index
BatTyp
Batch Type
Bien
Biennium
Doc Date
Document Date
ER
Enterprise Reporting
FM
Fiscal Month
HTML
Hypertext Markup Language
IRS
Internal Revenue Service
Ml
Master Index
Misc
Miscellaneous Travel Expenses
OFM
Office of Financial Management
Oryg
Organization Index
Pl
Program Index
Proj

Project
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RR ID
Reimbursement Request Identification

SAAM

State Administrative & Accounting Manual
Sfx

Suffix

SO
Subobject

SSO
Sub-subobject

SubPr
Sub Project

TC
Transaction Code

TEMS
Travel and Expense Management System

TVS
Travel Voucher System
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